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1 Introduction

1.1 GSA Reverse Auctions

ReverseAuctions.gsa.gov is an efficient and cost-effective platform for buying non-
complex commodities and simple services. It's designed to drive down the total cost of
acquisitions and increase savings to customers and taxpayers.

Use ReverseAuctions.gsa.gov to facilitate your request and submission of quotes for
simple commodities and services through GSA Multiple Award Schedules (MAS) and
Blanket Purchase Agreements (BPAS).

On ReverseAuctions.gsa.gov, you can solicit non-complex commodities and simple
services while the sellers successively bid prices down until the auction time ends. An
award can be made to the apparent low bidder if it meets the solicitation’s terms and
conditions and is technically acceptable.

In order to use ReverseAuctions.gsa.gov, you'll need a valid GSA eBuy username and
password.

If you don’t have an eBuy username and password, register here:
https://www.ebuy.gsa.gov/advantage/main/registration.do.

1.2 Current Schedules and BPAs available

1.2.1 GSA Blanket Purchase Agreements

NITCP Computers — National Information Technology Commaodity Program BPAs for
off-the-shelf laptops, desktops, netbooks and notebooks.

NITCP Data Center Equipment - National Information Technology Commodity Program
BPAs for commercial off the shelf data center equipment.

NITCP Mobile Solutions - National Information Technology Commodity Program BPAs
for commercial off the shelf items such as VOIP phones, Headsets, Video Cameras.

NITCP Monitors - National Information Technology Commodity Program BPAs for
commercial off the shelf monitors.

NITCP Tablets - National Information Technology Commaodity Program BPAs for
commercial off the shelf computer tablets and accessories.

NITCP Video Teleconferencing Equipment - National Information Technology
Commodity Program BPAs for commercial off the shelf Video Teleconferencing
Equipment and ancillary services.

FSSI Office Supplies - In support of OMB's Federal Strategic Sourcing Initiative, GSA
offers the following BPAS, leveraging the buying power of the Federal government to
achieve savings for needed office supplies.
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1.2.2 GSA Multiple Award Schedules

23 V - Automotive Superstore

51V - Hardware Superstore

56 - Buildings and Building Material / Industrial Services and Supplies

58 | - Professional Audio / Video Telemetry / Tracking, Recording / Reproducing and
Signal Data Solutions

66 - Scientific EQuipment and Services

67 - Photographic Equipment: Cameras, Photographic Printers and Related Supplies
and Services (Digital and Film-Based)

70 - General Purpose Commercial Information Technology Equipment, Software, and
Services

71 - Furniture

73 - Food Service, Hospitality, Cleaning Equipment And Supplies, Chemicals and
Services

75 - Office Products/Supplies and Services and New Products/Technology

78 - Sports, Promotional, Outdoor, Recreation, Trophies and Signs (Sports)

84 - Total Solutions for Law Enforcement, Security, Facilities Management, Fire,
Rescue, Clothing, Marine Craft and Emergency/Disaster Response

1.2.3 Veterans Affairs Multiple Award Schedules

65 | B - Pharmaceuticals and Drugs

65 Il A - Medical Equipment and Supplies

65 1l C - Dental Equipment and Supplies

65 Il F - Patient Mobility Devices

65 V A - X-ray Equipment and Supplies - Includes medical and dental x-ray film
65 VII - In Vitro Diagnostics, Reagents, Test Kits and Test Sets

2 Support and System Information

2.1 Questions

For general questions about Reverse Auctions, you can email us at
reverseauctionshelp@gsa.gov or call us at 855-372-1094.

The Reverse Auctions helpdesk is available Monday through Friday from 7:00 am to
6:00 pm, Central Time Zone.
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2.2 Training

For Vendor Training, contact us at ReverseAuctions@gsa.gov.

2.3 System timeout

User sessions will timeout after 15 minutes of inactivity. A reminder will pop up 5
minutes prior to expiration, allowing users to extend their session.

2.4 System Availability
The GSA Reverse Auctions system will be operational:

¢ Monday through Friday 24 hours a day
e Saturday from 12AM-5AM and 8AM-11:59PM Central Time Zone
e Sunday from 12AM-6AM and 10AM-11.59PM Central Time Zone

The system will not be operational during the following maintenance windows:

e Saturday 5AM-8AM Central Time Zone
e Sunday 6AM-10AM Central Time Zone

A system maintenance page will be displayed when a user tries to access the system
during a maintenance window informing the user that the site is unavailable due to
system maintenance.

3 Using GSA Reverse Auctions
3.1 Accessing Reverse Auctions

To access GSA Reverse Auctions:
1. Type http://ReverseAuctions.gsa.gov into your web browser.

The Reverse Auctions Home Page, shown in Figure 3-1, will be displayed.

3 June 28, 2013
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ReverseAuctions.gsa.gov

Bringing Buyer & Sellers Together!

Buyers
Federal Agency users with a valid GSA eBuy
username and password

Sellers
Vendor users with a valid GSA eBuy username
and password and contract

Figure 3-1. Reverse Auctions Home Page

3.2 Buyer Login / Authentication

In order to access GSA Reverse Auctions you will need a valid GSA eBuy Buyer
username and password. If you do not have an eBuy username, refer to section 2.3.

To log into Reverse Auctions as a Buyer:

1. Access the Reverse Auctions Home Page, shown in Figure 3-1, and click the
Buyer Login link.

The Buyer authentication box, shown in Figure 3-2, will be displayed.
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Login as Buyer
Llsername:

FPassward:

|

Reagister for a eBuy User ID and Passwaord

| Fargot my eBuy User ID andfor Passward

| fargot my System Admin User ID andfor Passward

Hote: Reversefuctions uses eBuy login credentials for Buyers.

Figure 3-2. Buyer Authentication

Enter your Username and Password and click the Login button.
If you want to register with eBuy, refer to section 2.3.
If you forgot your User ID or password refer to section 2.4.

a bk~ DN

If you forgot your System Admin ID or password refer to section 2.5.

3.3 Register with eBuy

In order to use e-Buy you must have a Government Purchase Card or AAC on file in
your GSA Advantage Profile. If you do not have a payment method, you may still
register, but you will receive an email verifying you are a Federal buyer with a .gov’ or
‘.mil’ address. After verification, you may use e-Buy without having a payment method.

To register for an eBuy account:

1. Click the Register for eBuy User ID and Password link in the Buyer Login
authentication box, Figure 3-2.

An eBuy registration form will be displayed.

3.4 Forgotten Username or Password
In the event that you have forgotten your username or password:

1. Click the I Forgot my eBuy User ID and/or Password link in the Buyer Login
authentication box — shown in Figure 3-2.

The Login Assistance screen, shown in Figure 3-3, will be displayed.
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B esuy
GS5A Advantage! | e-Library

Advumuye." Login Assistance

Forgotten your User ID or Password? Don't Worry, click on one of the links below (if you've forgotten both, click on "Forgot My User ID".
Once you get your User ID then get your password).

|D Forgot My User ID I |I> Forgot My Password I

Figure 3-3. Login Assistance
2. Click the Forgot My User ID button or the Forgot My Password button.

The Forgot User ID screen, shown in Figure 3-4, or the Forgot Password
screen, shown in Figure 3-5, will be displayed.

B 50y
G54 Advantzge! | e-Library

.F orgot User ID?

Instructions: Enter the email address associated with your GSA Advantage membership.

E-mail Address: |

Figure 3-4. Forgot User ID

B esuy
G5A Advantzge! | e-Library

F orgot Password?

Instructions: Enter the email address associated with your GSA Advantage membership.

User ID: |

E-mail Address: I

Figure 3-5. Forgot Password

3. Enter your Email address in the Forgot User ID screen or enter your User ID and
email address in the Forgot Password screen, and then click the Submit button.

Your credentials will be emailed to you.
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3.5 Forgotten System Admin User ID or Password
In the event that you have forgotten your System Admin password:

1. Click the | Forgot my System Admin User ID and/or Password link in the
Buyer Login authentication box — shown in Figure 3-2.

The Login Assistance screen, shown in Figure 3-3, will be displayed.

H ReverseAuctions.gsa.gov

Forgot Password?

If you have forgotten your password, please enter your username in the field below.

Username:
Copyright @ 2013 U.S. General Services Administration QUICK LINKS
G SL‘\ Terms & Conditions  Privacy and Security Notice  Accessibility Policy GSA Advantage GSAeBuy GSA Auctions  GSA elibrary  GSA Xcess

Figure 3-6. Forgot System Admin Password
2. Enter your Username, and then click the Continue button.
The User Verification screen, shown in Figure 3-7, will be displayed.

ReverseAuctions.gsa.gov

User Verification

Flease provide the following information to verify your identity.

City (from
Registration):

Mew Password:
Choose a password between 8 and 15 characters to include a number, lower case, upper case & special character.

Verify Password:

Update Pazsword

Copyright ® 2013 U.5. General Services Administration QUICK LINKS
G SJ{\\ Terms & Conditions  Privacy and Security Notice  Accessibility Policy GSA Advantage GSA eBuy GSA Auctions  GSA elibrary GSA Xcess

Figure 3-7. User Verification
3. Populate the fields and then click the Update Password button.
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3.6 System timeout

User sessions will timeout after 15 minutes. A reminder will pop up 5 minutes prior to
expiration, allowing users to extend their session.

3.7 System Availability
The GSA Reverse Auctions system will be operational:

e Monday through Friday 24 hours a day
e Saturday from 12AM-5AM and 8AM-11:59PM Central Time Zone
e Sunday from 12AM-6AM and 10AM-11.59PM Central Time Zone

The system will not be operational during the following maintenance windows:

e Saturday 5AM-8AM Central Time Zone
¢ Sunday 6AM-10AM Central Time Zone

A system maintenance page will be displayed when a user tries to access the system
during a maintenance window informing the user that the site is unavailable due to
system maintenance.

4 Buyer Dashboard

The buyer dashboard is the buyer landing page, and can be accessed by buyers once
they have been authenticated by the system. The buyer dashboard provides access to
the following:

e My Auctions: Displays a list of Active Auctions and allows a buyer to view the
status of auctions, as well as the Line Items and various bidding information.
Refer to section 4 for more information about Auctions.

¢ My Awards: Displays a list of Pending Awards, and allows a buyer to view the
award status of closed auctions; to make awards to the line items in the bid; and
to view various bidding information. Refer to section 6 for more information about
Awards.

¢ My Messages: Displays system generated messages regarding bidding as well
as system alerts and vendor initiated questions or updates. It also allows a buyer
to view the status of the auctions, as well as the Line Items and various bidding
information. Refer to section 8 for more information about Messages.

To access the Buyer Dashboard:
1. Log into Reverse Auctions as a Buyer, as described in section 2.2.
The Buyer Dashboard, shown in Figure 4-1, will be displayed.

8 June 28, 2013
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Dashboard My Auctions My Awards My Preferences My Messages Reports

Dashboard

My Auctions

Auction ID 3 Type £ Hame Ed Lines with Bids £ Status 3 Start Date E End Date +
373 MAS cars 2 0of1 Active 08162013 06/27/2013
Dizplaying 1 to 1 of 1 resutts. First | Previous | 1 | Next | Last
My Awards
Auction ID Ed Type £ Hame £ Status Ed Start Date Ed End Date +
7 BPA LAPTOP AUCTION Pending 05/01/2013 05/03/2013
70 BFA MOBILE DEVICE AUCTION Fending 06/01/2013 06/09/2013
93 BPA test Pending 06/03/2013 06/03/2013
138 BPA F¥13 Q4 Mobile Device Purchase FAS FPending 05/09/2013 051292013
178 BFA Auction 178 Pending 06152013 06152013
Dizplaying 1 to 5 of 8 resultz First | Previous | 1 | 2 | Mext | Last
My Messages
Auction ID </ Name $|  Description % Date & Time ]
g3 Computer buy for fy 13 You have cancelled the auction for theAuction 1d © 83 06/24/2013
32 testmas auc You have cancelled the auction for theAuction |d : 32 06/23/2013
22 SMART PHOMES You have cancelled the auction for theAuction Id : 22 06/23/2013
14 09:00 am You have cancelled the auction for theAuction Id : 14 06/23/2013
16 testagain You have cancelled the auction for theAuction 1d 0 16 06/23/2013
Dizplaying 1 fo 5 of 51 results. First | Previous |1 | 2 |3 | 4| 5 | Next | Last

Figure 4-1. Buyer Dashboard

4.1 My Auctions

The “My Auctions” section of the Buyer dashboard, shown in Figure 4-2, displays a list
of active auctions, and allows a buyer to view Line Item and Bidding information for
auctions.

9 June 28, 2013
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My Auctions
Auction ID E Type E Name E Lines with Bids E Status E Start Date
173 BPA laptops2 0af2 Active 05/15/2013
198 MAS FBO test 0of1 Active 0511512013
209 BPA Laptop buy for FY13 0of1 Active 05M6/2013
142 BPA Tablets for New Hires 00of1 Active 05/09/2013
105 BPA TABLET AUCTION 0af2 Active 05/20/2013

Di=playing 1 to 5 of 7 results.

] End Date ]

First | Previous | 1 | 2 | Mext | Last

Figure 4-2. My Auctions

To view Line Item and Bidding information for an Auction:
1. Click one of the links in the Name or ID column.

An Auction Summary screen, similar to the one shown in Figure 4-3, will display
auction header information and the Line Items associated with the Auction ID.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages

Tablets, Monitors and Video Phones for 18th and F Transition

Auction 1D: 59
Agency: GEMERAL SERVICES ADMIMISTRATION
Bureau: AGENCY 047 BUREALID31

Contracting Officer: JOHMNHEEDEM

Email: ramachandrarac.nagarajan@asa.gov

Fhone:

Close Time: 05/09/2013 03:03PM CT

Time Remaining: 1 Days, 4 Hours, 31 Minutes

Line Items Description

Line Item Qty Unit Current Bid
Apple iPad with Retina Display 4th Gen (32 GB) 100 EA $75,000.00
24" Monitors 300 EA $110,000.00
Samsung Galaxy Tab 10 Inch 100 = $40,000.00

Dizplaying 1 to 3 of 3 results.

Bidders

1

0

1

First | Previous | 1 | Next | Last

Figure 4-3. Auction Summary

2. To view Bidding information for a Line Item, click the link in the Line Item column.

10
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The Line Item information screen, shown in Figure 4-4, will display a description
of the auction, and provide access to Bidding information, Questions & Answers,
and Attachments for the Line Item.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages

a 1 = Apple IFad th Retina Dizplay 4th Gen (32 GB

Apple iPad with Retina Display 4th Gen (32 GB)

Auction 1D: 58

Current Low Bid: 75,000.00

Bidders: 1

Quantity: 100

Unit: EA

Close Time: 05/09/2013 0303 PM CT
Time Remaining: 1 Days, 4 Hours, 7 Minutes

Description Bidding Details Bid History Q&A Attachments

Meed a bunch of equipment for all ofthe FAS employees maoving to 18th and F in august 100 IPads, 400 Samsung galaxy Tabs, 500 Monitors 247 and 10 Video Phones
Contracting Officer:

GENERAL SERVICES ADMINISTRATION
AGENCY 047 BUREAUDZ
JOHMNHEEDENM
ramachandrarac.nagarajan@gsa.gov
7037037036

Figure 4-4. Line Item Information

4.2 My Awards

The “My Awards” section of the Buyer dashboard, shown in Figure 4-5, displays a list
of closed auctions and allows the Buyer to award Line Items that have not been
awarded.

My Awards

Auction ID 3 Type 3 Hame 3 Status 3 Start Date 3 End Date S
2 BPA LAPTOPS Fending 011072013 02/25/2013

69 BPA DELL LAPTOP Fending 051512013 05/19/2013

105 BFA TABLET AUCTION Pending 05/20/2013 05/24/2013

142 BPA Tablets for New Hires Fending 05/09/2013 05/23/2013

173 BFA laptops2 Fending 05M5/2013 05/22/12013

Dizplaying 1 to 5 of 7 results. Previous | 1| 2 | MNext

Figure 4-5. My Awards

To view the Award summary for an Auction or make an award:
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1. Click the Name link for the auction you want to access.

A Line Item Award Status screen, similar to the one shown in Figure 4-6, will
allow you to view completed awards and to make new awards.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages
LAPTOPS
Auction 1D: 2

Agency: GEMERAL SERVICES ADMIMISTRATION

Bureau: AGENCY 047 BUREAUD3
Contracting Officer. JOHMHEEDEM

Email: ramachandrarac.nagarajan@gsa.gov
Fhone:
Close Time: 02/25/2013 12:00 NOON CT

Time Remaining:

Line Items Description
Line Item Qty Unit Current Bid Bidders
APPLE IPAD MINIS 210 EA $25,100.00 7 Make Award
APPLE MACBOOKS 50 EA $25,000.00 £ Make Award
Dizplaying 1 to 2 of 2 results. First | Previous | 1 | Next | Last

Figure 4-6. Line Iltem Awards
2. To make an award, click a Make Award button. (Refer to section 6)

4.3 My Messages

The Messages section of the Dashboard, shown in Figure 4-7, displays a list of system
generated messages concerning milestones in the Auction’s progress, such as closing
an auction, awarding a Line Item, canceling an award, etc., and allows a Buyer to
access auction summary information.

My Messages

Auction ID E Hame E Description E Date | Time E
209 Laptop buy for FY13 You have finalized the Award for AuctionAuction Id : 209 051612013

198 FBO test You have finalized the Award for AuctionAuction Id : 198 05/15/2013

196 Camera for Auction ltem pictures You have finalized the Award for AuctionAuction 1d : 196 05M15/2013

26 SMART PHONES You have terminated the auction for theAuction |d : 26 05/15/2013

175 Auction 7 You have finalized the Award for AuctionAuction 1d 0 175 0514712013

Dizplaying 1 to 5 of 31 rezults. Firzt | Previous |1 |2 | 3 | 4 | 5| Next | Last

Figure 4-7. My Messages
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To view Line Iltem and Bidding information for an Auction
1. Click one of the Auction IDs.

An Auction Summary screen, similar to the one shown in Figure 4-8, will display
auction header information and Line Items for the auction.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages

Camera for Auction Item pictures

Auction 1D: 196
Agency: GEMERAL SERVICES ADMIMISTRATION
Bureau: AGENCY 047 BUREALID31
Contracting Officer. JOHMHEEDEM
Email: ramachandrarac.nagarajan@gsa.gov
Fhone:
Starting Time: 05/27/2013 12:00 NOON CT
Time Remaining: Mot Yet Started
Line ltems Description
Line ltem Ed Qty Ed Unit Ed Current Bid
Cannon Camera 1 EA $250.00

Dizplaying 1 to 1 of 1 results.

s Bidders E3

0

First | Previous | 1 | Next | Last

Figure 4-8. Auction Summary

2. To view Bidding information for a Line Item, click one of the Line Item links.

5 Auctions

The Auctions module allows a buyer to create and manage auctions. A Buyer can
create a new auction by copying an existing auction and then updating the various
sections of the Auction prior to review and finalization or by using a new Auction

template and entering information in the various sections.
The Auctions screen allows you to:

e Create a new Auction

e Add Details to an Auction

e Select/View Vendors for an Auction
e Add Attachments to an Auction

e Review and Finalize an Auction

e Manage Auctions

13
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5.1 Creating a New Auction

This section describes the process of creating an Auction from a blank template,
including:

e Creating a new Auction

e Adding Auction Details

To create a new Auction:

1. Log into Reverse Auctions as a Buyer, and click My Auctions on the menu bar
at the top of the screen.

The Auctions screen, shown in Figure 5-1, will display a list of Active Auctions.

You can filter the list of Auctions displayed (depending on your security level) by
selecting a different Agency, Bureau, and Listing Type from the drop-down lists.
The Listing Type allows a Buyer to select the following Auction types:

e Active

e Preview

¢ Unfinalized
e Closed

e Cancelled
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions

Auctions
Copy Auction
Agency: IIJ-i? - GENERAL SERVICES ADMINISTRATION j
Create Auction i
Bureau: |L-'1-_-.- Auctions j

Auction Details l—_l
Listing Type: Active hd

endor Selection

Auction Attachments AuctionlD % Type = Name E Status E Close Time 2
Review & Finalize 83 MAS Computer buy for fy 13 Active 07/25/2013 11:19 AM. CT
Manage Auctions 264 BPA Mobile purchase for g3 FY13 Artive 06/12/2013 08:00 AM. CT

Dizplaying 1 to 2 of 2 results. First | Previous | 1
Unfinalized Auction List

Cancel Auction

T&C Maintenance

QL&A Maintenance
Manage Bids

Wiew & Cancel Bids

Figure 5-1. Auctions
2. Click the Create Auction link in the selection panel on the left side of the screen.

The Create Auction screen, shown in Figure 5-2, will display a blank auction
template.
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[ERYsY ReverseAuctions

Dashboard My Auctions My Awards My Preferences My Messages Reports Admin
SIS Create Auction
Copy Suctian
Figlds marked with an asterisk (%) are reguired data fields.
Create Auction
uction Details * Select Type: SELECT || @
- ; - )
Wendor Selection Auction Mame: g
. e
Auction Attachments sfternte ID: =)
5 - i (| @
Review & Finalize Awvard Type: Multiple Aveard [»| (2
. * Start Date: Bz | * Start Time: O @
Manage Auctions cS! e I
- - =11 . M @
Unfinalized Auction List End Dte: kel | *End Time: o B
Dezcription: @
Cancel Auction
T&C Mairtenance
P
QAL Maintenance 4000 characters remaining.
Manage Bids ﬁ

Wiewy & Cancel Bids

Figure 5-2. Create Auction

3. Populate the fields, as follow:

Select the Auction Type (BPA or MAS) from the Select Type drop-down.

Select a Schedule from the Select Schedule drop-down. (The Schedule
determines the goods and services for which the auction can be conducted.)

Enter the Auction Name. (The Auction Name, which is limited to 100
characters, will be displayed on Buyer and Vendor auction listings.)

Enter an Alternate ID if desired. (This is an optional, free text field used to
associate the auction with an internal procurement for cross reference and
reporting purposes.)

Select the Award Type (Single or Multiple) from the drop-down. (The Award
Type indicates whether you want to award all of the Line Items to one or
multiple vendors.)

Select the Start Date and Start Time and the End Date and End Time for
the Auction. (Click in one of the fields to display a calendar or slide to select
dates and times.)

Check the Set aside auction check-box if the auction is limited to Small
Businesses. (This check box is only displayed if the Auction Type is ‘MAS.’)
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e Enter a Description. (The description is used to convey important information
to vendors.)

4. Click the Save & Next button to create your Auction.

The Auction Details screen for the new Auction, shown in Figure 5-3, will be
displayed. (The Auctions Details screen displays Auction Details at the top of the
screen and a blank Line Item/Shipping Address template below.)

The Auction ID (shown in the Auction Details section) will be generated
automatically.
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[eRYY Reverseluctions

foctions

Copy Actan
Creak Awction
Auction Detalls

e widor Se kctiow
Aaction Atacime v
Revkw & F valze

Manage buctions

Unmaltzed Saction LEt

Amme ic Coml

Cance | Arction

TEC Mahkance

Q88 MalE kA
Manage Bids

View & Caicel Bl

Auction Details

Flekl: marked with an aserkk O are pouieddaateks.

Anction 10 523
Anction Type: RMAaS
MAS: TOGENERAL PURPOSECOMMERT AL INFORRMATION

TECHNOLOGY EQUIPMENT, S0FTWARE, AND SERVICES.

Anction Hame: D ll comprier prichase Fri3oz
Alervake Awction 1D

Anction Sart
Dk Tine:

DRoR2013 00 AN CT

Aaction Exdl Dk Time: DGE02013 1000 AM CT
Bdd mew line itern:

" SIN @ Sk
caggon:

" ProclectSe nice
Mame:

Erand Name 7 Brand Nowe ]
Name or Eqeal: Brad Name

O Branc Mame or Eqval
PartHamber:
Mansstrer:

Procinct Degeription:

"oty ]
* Uttt Meaznremert Select [i]
* D ey Methodl: Select

* Shrtig BE:

" TangetPrica:

* Bl Decreme it

UNSPEC Codke:

"FSC:

Fuucllig coee

e ndor 2 nestion & Ef]| EndTime:
Aaswer Exd Dak:

" Shipplg Ackiress: Select s

Or add a new shipping address:
* Bikdress Wame:
* Bikiress Lie 1:
Acklress Lhe 2:
" Shipplig C
" Shipphyg Sk

SELECT [»]

*Shipphy Zp:

Select SINGSub-Category Combination

(2} UNSPSC Search
(B Fi Search
®

o ®

" Recpt. Name:
" Recpt Phoie:

* Recpt Emall:

18

June 28, 2013



(ERYY ReverseAuctions™

Buyer User Guide

Figure 5-3. Auctions Details

5. Add Line Items to your Auction as follows:

Select the SIN and Sub-Category. (Special Item Numbers (SIN) and Sub-
categories are used to determine which vendors will be allowed to bid on a
Line Item. Only vendors with a valid contract for that SIN will be allowed to
bid.)

Enter the Product/Service Name. (This is a free-text product service name
and description.)

Indicate whether or not the item is a Brand Name / Brand Name or Equal
product by checking the appropriate radio button.

Enter the Manufacturer’s Part Number.

Enter the name of the Manufacturer.

Enter the Product Description.

Enter the Quantity requested.

Select a Unit of Measurement from the drop-down.

Select the Delivery Method and indicate the parameters for the delivery in
the field that is displayed: (The field displayed will depend on the Delivery
Method selected.)

e Days after Receipt of Order. If this option is selected, the Buyer should
enter the number of calendar days that the vendor has to deliver the item
after the order is received.

¢ Date of Award to Date of Completion. If this option is selected, the
Buyer should select the date that the purchase was formally awarded.

e Period of Performance. If this option is selected, the Buyer should
specify the allowable timeframe for delivery by selecting a start and an
end date.

Enter the Starting Bid. The starting bid is the value at which bidding opens. It
is recommended that this be your Independent Government Estimate (IGE).

Enter the Target Price. The Target Price is an ideal desired result identified
by the Buyer when creating the auction. The target price should be lower than
the starting price. The target price is not visible by the vendor community.
Proxy bids submitted by the vendors are not disclosed to the buyer. Should a
proxy bid be submitted at or below the target price, the target price becomes
the current bid price for the vendor regardless of competition.

Enter the Bid Decrement. This is the minimum amount the next bid must be
decreased below the current winning bid.

Enter the UNSPSC code. The United Nations Standard Products and Service
Code (UNSPC), which is only used for reporting purposes, is composed of
five, two-digit identifiers and categorize the item into a five-level hierarchy.
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Enter the FSC code. The Federal Supply Classification (FSC) code, which is
only used for reporting purposes, is a four-digit code that identifies the item or
service being procured.

Enter a Funding Code if required. This may be a MIPR, DoDAAC, AAC or
Funding Document Number. This data will be populated on the Level Data
Report.

Select the Vendor Question & Answer End Date and End Time. This is the
last day and time that vendors can submit questions to the Contracting Officer
before the Auction closes.

Select the Shipping Address from the drop-down list, or add a new shipping
address by entering address information under “Add a new shipping
address”

6. Click one of the following buttons:

To save your line item and new shipping address and to add another Line
Item, click the Add Line Item & Shipping Address button. Clicking this
button will save your Line Item and Shipping Address and display a new Line
Item template.

To save your line item and add another Line Item, click the Save Line Item
button. Clicking this button will save your Line Item and display a new Line
Item template.

To save your Line Item and display the Select Vendors screen, click the Add
Line Item and Select Vendors button. Clicking this button will save your Line
Item and display the Select Vendors screen.

To display the Select Vendors screen without saving a new Line Item, click
the Next button. Click this button to display the vendors screen without saving
a new line item.

7. After all of the Line Items for the Auction have been added, click the Add Line
and Select Vendors button if there is another line item to be saved, or click the
Next button.

The Vendor Selection screen, shown in Figure 5-4, will be displayed and your
Auction ID will automatically be selected.

If the Small Business check-box was checked for the Auction, the Small
Business drop down will be displayed.

20 June 28, 2013



CRYAY ReverseAuctions™

Buyer User Guide

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Vendor Selection

Copy Auction

Auction ID: |345 - cars 3 =

Line ltem: |5'3|E’Ct =
Auction Details
Small Business ISelect ﬂ

Vendor Selection (Economic
Indicator):

Create Auction

Auction Attachments
Review & Finalize
Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

View & Cancel Bids

Figure 5-4. Vendor Selection

8. Select the Line Item for which you want to view vendors, from the Line Iltem
drop-down list (select an entry for the Small Business drop-down if it is displayed)
and then click the View Vendors button.

The Vendor Selection screen will display a list of vendors approved for that Line
Item, as shown in Figure 5-5.

21 June 28, 2013



CRYAY ReverseAuctions™

Buyer User Guide

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages

Auctions Vendor Selection

Copy Auction

Auction 1D |260 - Super Auction ﬂ

Line Item: 1- hammers = |

Create Auction

Auction Details

Vendor Selection I/ (2] Vendor (| yendor Name £/ Vendor Socio Economic Indicator E
D
Auction Attachments
=2 GS-06F- NAUGHTON PLUMBING SALES Small Business; Veteran Owned Small business
Review & Finalize 0001m co.
Manage Auctions ¥ GS-08F- INTERMNATIONAL SUPPLIERS Small Business; SBA Certified Small Disadvantaged
0001R business (d); SBA Cedified 8(a) Firm (8a)}
Update Auction
Ird GS-06F- WHITE CAP CONSTRUCTION Otherthan Small Business
Cancel Auction oo SUPPLY
L — Ird GS-06F- STATE INDUSTRIAL PRODUCTS Other than Small Business
00040 CORPORATIO
Q&A Maintenance g
i G3-06F- KTEC EQUIPMENT AND SUPFLIES  Small Business; Women Owned
i 0005R
Manage Bids
T3 G3-06F- IDSC HOLDINGS LLC Otherthan Small Business
iew & Cancel Bids 0006L
v GE-06F- CUNA INDUSTRIAL SUPPLY & Small Business; Senvice Disabled Veteran
00o06T LOGISTICS L
cd GS-06F- W.W. GRAINGER Other than Small Business
0007y
It GS-06F- TESSCO INCORPORATED Otherthan Small Business
0o0osP
I1d GE-06F- HARDWARE & SUFFLY CO Small Business; Women Owned; SBA certified HUBZone
0o10F CHESTER INC
Di=playing 1 to 10 of 132 results. Previous |1 (2|3 | 4|5 | Next

« Save and Back Save Selection m Save and Finalize Save and Next »

Figure 5-5. Select Vendor

The Vendor Selection screen displays a list of all of the vendors that are allowed
to bid in the Auction. The vendor names that appear on the screen depend on
the “SIN & Sub Cat” selected when you created the Auction. The list of vendors
cannot be modified. The only change that can be made — if the Auction Type is
‘MAS’ — is to specify which vendors will be sent an auction invitation email
notification. By default, emails will automatically be sent to all vendors on the list.
If Auction Type is ‘MAS,’ the check-boxes next to Vendor IDs can be unchecked,
which prevents those vendors from receiving an auction invitation email. All of
the vendors on the list, however, will still be allowed to bid in the auction.
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9. Select/ deselect Vendor IDs (if the Auction Type is ‘MAS’) to indicate which
vendors will receive emails about the auction, and then click one of the following
buttons at the bottom of the screen.

e Save and Back: To save your changes and return to the Auction Details
screen.

e Save Selection: To save your changes and return to the Vendor Selection
screen.

e Save All: To save all of your changes.

e Save and Finalize: to save your changes and Finalize the Auction without
adding attachments.

e Save and Next: to save your changes and add attachments to your auction.

10.1f you clicked the Save and Next button, the Attachments screen, shown in
Figure 5-6, will be displayed.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions

Attachments
SR LT You are viewing Auction ID: 345 - cars 2
Create Auction
Auctic i
AUEETER S Document Mame: I

Vendor Selection

gl Select the Document
Auction Attachments
Review & Finalize

Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

View & Cancel Bids

Figure 5-6. Attachments
11.Click the Select the Document button to select a file to be uploaded.
The Select File to Upload dialog box, shown in Figure 5-7, will be displayed.
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Select file(s) to upload by gsauploadb.fas.gsa.gov ﬂﬂ
Loak ir; I |~ Desktop Folder j € & N
CM - SDLC @ZEUDUE[’, Aubrey - ECA For 2013, po
' 1 Dvnanek Zetrnuer_Resume 2013 .doc

lecent iDvnanek Pay

Misc

_IMS Office apps

)Serena PYCS

)W Tax Forms

¥ ardio apt record 12-05, docx
¥ Document: Delivery bo Techpub (Jan 20139, docx
¥ | Document Upload Process.docx
W HTML Mokes, doc

W HTML Tags.docx

@image 1.jpg

@ image 2.jpg

@ image 3.jpg

L |

File name: I j Open
=

Files of type: I,&.II Files [*.%) Canicel

i

Figure 5-7. Select File to Upload

12.Browse to the file to be uploaded and click the Open button. Note: attached files
can be up to 5MB in size.

The Upload Attachment screen will display the file name of the file to be

uploaded and the Upload the Document button will be displayed, as shown in
Figure 5-8.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Attachments
Copy Auction You are viewing Auction ID: 345 - cars 2

Create Auction

RIEED IEETE Document Mame: I

Vendor Selection
§ Upload the Document

Auction Attachments
image 3.jpg Cancel
Review & Finalize
Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

View & Cancel Bids

Figure 5-8. Attachment Selected
13.Click the Upload the Document button to complete the upload.
14.Click the Go to Review & Finalize Auction button to finalize your Auction.
The Review & Finalize screen, shown in Figure 5-9, will be displayed.
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Dashboard My Auctions My Awards My Preferences My Messages Reports Admin

Auctions Review & Finalize

Copy Auction
Fieldzs marked with an asterizk (*) are required data fields.

Create Auction

Auction Mame: Dell computer purchaze Fy13 G2
Auction Details
Auction (D 523
“endor Selection Atternate 10
Auction Sttachmerts Aveard Type: Single Avward
Auction Type: [l Eh)
Review & Finalize
Schedule Type: 70
Manage Auctions Start Date: DEFE201 3 E-]| StartTime:  |10:00 AM CT O ®
Unfinalized Auction List . X .
End Date: 0B/302013 Er]| End Time: 10:00 A6 CT OINE]
Ammend Auction (Coming Soon) Feun Length 2 Days, 0 Hours, O Minutes
Cancel Auction Description: Edit
Crell computer purchase FY1 3 G2 for Central Office OCI0. This will include Laptops, Monitors and Docking Stations .
T&C Mairtenance
Attachments
GIEA Mairt
AMEnance Document
Manage Bids
Mo recaords were found.
i & Cancel Bids
Line ltems
Line kem & Quantity & Unit & Manufacturer 3 Target Price -3
1 100.00 E& Dell $280,000.00 Edit
2 100.00 E& Cell $19,000.00 Edit
Dizplaying 1 to 2 of 2 results. First | Previous | 1 | Mext | Last

Figure 5-9. Review & Finalize
15.Click the Finalize button.
The Auction will be Finalized, as shown in Figure 5-10.
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Dashboard

cars 2
Auction |D:

Schedule

Award Type:
Agency:

Bureau:

Email:
Fhone:
Starting Time:

Time Remaining:

Line Items

Line ltem

blue car

Attachments:

image 3

Confracting Officer:

ReverseAuctions.gsa.gov

My Auctions My Awards My Preferences My Messages

345

00CORP THE CONSOLIDATED SCHEDULE (formerly
Corporate Contracts Schedule )

Multiple Award ()

GEMERAL SERVICES ADMIMISTRATION
AGEMCY 047 BUREAUD3T

JOHMN HEEDEN

ramachandrarao.nagarajan@gsa.gov

06/13/2013 08:00 AM CT

Mot Yet Started

Description

] Qty Ed Unit * Current Bid

1 EA $3,000.00

Dizplaying 1o 1 of 1 resutts

This auction has lots of cars.

Reports

kg Bidders E3

0

Figure 5-10. Auction Finalized

5.2 Copying an Auction
This section describes how to create a new Auction by copying an existing Auction.

To create a new Auction:

1. Log into Reverse Auctions as a Buyer, and click My Auctions on the menu bar
at the top of the screen.

The Auctions screen, shown in Figure 5-11, will display a list of Active Auctions.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions

Auctions
Copy Auction
Agency: IIJ-i? - GENERAL SERVICES ADMINISTRATION j
Create Auction i
Bureau: | My Auctions j

Auction Details l—_l
Listing Type: Active h

endor Selection

Auction Attachments AuctionlD % Type = Name E Status E Close Time ]
Review & Finalize 83 MAS Computer buy for fy 13 Active 07/25/2013 11:19 AM. CT
Manage Auctions 264 BPA Mohile purchase for g3 FY13 Active 06M2/2013 08:00 AM. CT
Dizplaying 1 to 2 of 2 results. First | Previous | 1

Unfinalized Auction List

Cancel Auction

T&C Maintenance

QL&A Maintenance
Manage Bids

View & Cancel Bids

Figure 5-11. Auctions

2. Click the Copy Auction link on the left of the Auctions screen, shown in Figure
5-1.

The Copy Auction screen, shown in Figure 5-12, will be displayed.
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Auctions
Copy Auction
Create Auction
Auction Details
Wendor Selection
Auction Attachments
Review & Finalize

Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

iew & Cancel Bids

ReverseAuctions.gsa.gov

Dashboard My Auctions

My Awards My Preferences

Copy Auction

Auction ID ] Name

2 APPLE IPAD MIMIS

w

APPLE IPAD MINIS

10 DELL LAPTOP

12 18 INCH

13 APPLE MAC BOOKS

15 SAMSUNG NOTE

17 Apple IPhone

23 APPLE IPAD MIMIS

30 Samsung Galaxy Tab 2 (101} W
16 GB

33 Apple IPhone

Dizplaying 1 to 10 of 46 results.

IiFi

My Messages

Type

BPA

BRA

EFA

EFA

EPA

BRA

BPA

BRA

BPA

Reports

Status

Closed

Closed

Closed

Closed

Closed

Closed

Closed

Closed

Closed

Closed

Close Date

041512013

05/01/2013

04/24/2013

05/M10/2013

ous | 1|2[3]4]5

Copy

Copy

Copy

Copy

Copy

Copy

Copy

Copy

Copy

Copy

Mext | Last

Figure 5-12. Copy Auction

3. Click the Copy button next to the Auction to be copied.

The Auction will be copied and the user will be taken to the Create Auction
screen with the copied auction details filled out as shown in Error! Reference
source not found.. (In this example, the Auction with the ID of ‘524’ was copied,
and the Auction ID of the new auction is ‘523.”) Once copied the user can update
all of the auction details for the copied auction.
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(€N ReverseAuctions™

Dashboard My Auctions My Awards

Auctions

Copy Auction

Create Auction

My Preferences My Messages Reports Admin

Fields marked wvith an asterisk (*) are required data fields.

Create Auction

Auction [Tt
Avuction Details

* Select Type:
Wendor Selection

* Select Schedule:
Auction Attachments

* Auction Mame:
Review & Finalize

Alternate 1D

Manage Auctions

* Sopvard Type:
Unfinalized Auction List

* Start Date:
Ammend Auction (Coming Soon)

* Encd Date:
Cancel Auction

=et aside auction?
T&C Mairtenance

Description:

GIEL Mairtenance
Manage Bids

Wiew & Cancel Bids

524 (2)

Mas v @
70- GEMERAL PURFOSE COMMERCIAL INFORMATION TE! [v] @
Dell computer purchase FY13 Q2 @

@

3

Sinole Award [v] @
06/28/2013 Er]| *Start Time:  [10:00 AM O @
0B/30/2013 Er]| *End Time:  [10:00 AM © @

|:| Set aside auction for Small Business  (2)

Dell computer purchase FY13 Q2 for Central Office OCI0. This will @
include Laptops, Manitors and Docking Stations.

Figure 5-13 Create Auction

4. Click the Save & Next button on the right of the screen.

The Auction Details screen for the new auction will be displayed, as shown in
Figure 5-13. The Line Items from the copied Auction will be listed and a blank

Line Item template will be displayed.
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Figure 5-13. Auction Details for copied Auction
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5. Add Line Items to your Auction as follow:

Select the SIN and Sub-Category. (Special Item Numbers (SIN) and Sub-

categories are used to determine which vendors will be allowed to bid on a
Line Item. Only vendors with a valid contract for that SIN will be allowed to

bid.)

Enter the Product/Service Name. (This is a free-text product service name
and description.)

Indicate whether or not the item is a Brand Name / Brand Name or Equal
product by checking the appropriate radio button.

Enter the Manufacturer’s Part Number.

Enter the name of the Manufacturer.

Enter the Product Description.

Enter the Quantity requested.

Select a Unit of Measurement from the drop-down.

Select the Delivery Method and indicate the parameters for the delivery in
the field that is displayed: (The field displayed will depend on the Delivery
Method selected.)

e Days after Receipt of Order. If this option is selected, the Buyer should
enter the number of calendar days that the vendor has to deliver the item
after the order is received.

e Date of Award to Date of Completion. If this option is selected, the
Buyer should select the date that the purchase was formally awarded.

e Period of Performance. If this option is selected, the Buyer should
specify the allowable timeframe for delivery by selecting a start and an
end date.

Enter the Starting Bid. The starting bid is the value at which bidding opens. It
is recommended that this be your Independent Government Estimate (IGE).

Enter the Target Price. The Target Price is an ideal desired result identified
by the Buyer when creating the auction. The target price should be lower than
the starting price. The target price is not visible by the vendor community.
Proxy bids submitted by the vendors are not disclosed to the buyer. Should a
proxy bid be submitted at or below the target price, the target price becomes
the current bid price for the vendor regardless of competition.

Enter the Bid Decrement. This is the minimum amount the next bid must be
decreased below the current winning bid.

Enter the UNSPSC code. The United Nations Standard Products and Service
Code (UNSPC), which is only used for reporting purposes, is composed of
five, two-digit identifiers and categorize the item into a five-level hierarchy.
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e Enter the FSC code. The Federal Supply Classification (FSC) code, which is
only used for reporting purposes, is a four-digit code that identifies the item or
service being procured.

e Enter a Funding Code if required. This may be a MIPR, DoDAAC, AAC or
Funding Document Number. This data will be populated on the Level Data
Report.

e Select the Vendor Question & Answer End Date and End Time. This is the
last day and time that vendors can submit questions to the Contracting Officer
before the Auction closes.

e Select the Shipping Address from the drop-down list, or add a new shipping
address by entering address information under “Add a new shipping
address”

6. To keep one of the Line Items from the copied Auction, click the Update Item
button to the right of the Item number.

The Line Item Details from the copied auction will be displayed on the Auction
Details screen, as shown Figure 5-14.
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Figure 5-14. Line Item from copied auction
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7. Modify the Line Item as necessary and then click one of the buttons at the bottom
of the screen, as follows:

e Click Update Line Item & Shipping Address if you entered a new shipping
address for your Line Item. Clicking this button will save your Line Item and
Shipping Address and display a new Line ltem template.

¢ Click Update Line Item if you selected a shipping address in the Shipping
Address drop-down list. Clicking this button will save your Line Item and
display a new Line Item template.

e Click Update Line Item and Select Vendors to add your Line Item and move
to the Select Vendors screen. Clicking this button will save your Line Item and
then display the Select Vendors screen.

e Click the Next button if you are through adding your Line Items and want to
go the Vendor screen.

The Vendor Selection screen, shown in Figure 5-15, will be displayed.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages

Auctions VVendor Selection

Copy Auction
Auction 1D |261 - Super Auction j
Create Auction
Line ltem: |1 - hammers 'l

Auction Details
Vendor Selection
Auction Attachments
Review & Finalize
Manage Auctions
Update Auction
Cancel Auction
T&C Maintenance
Q&A Maintenance
Manage Bids

View & Cancel Bids

Figure 5-15. Vendor Selection — select Line Item

8. Select a Line Item from the Line Item drop-down list and click the View Vendors
button to view the list of vendors approved for that Line Item.
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The Vendor Selection screen, shown in Figure 5-16, will display a list of vendors
approved for that Line Item.

ReverseAuctions.gsa.gov

Dashboard

Auctions
Copy Auction
Create Auction
Auction Details
Vendor Selection
Auction Attachments
Review & Finalize
Manage Auctions
Update Auction
Cancel Auction
T&C Maintenance
Q&A Maintenance
Manage Bids

View & Cancel Bids

My Auctions

My Awards My Preferences My Messages
Vendor Selection

Auction ID° |261 - Super Auction j

7/ =] Vendor |*| yendor Name *! Vendor Socio Economic Indicator E
1D

e GS-06F- MNAUGHTON PLUMBING SALES Small Business: Veteran Owned Small business
00o1m co.

I GS-06F- INTERMATIOMNAL SUPPLIERS Small Business; 3BA Cerified Small Disadvantaged
0001R business (d}; SBA Certified 8(a} Firm (8a)}

W GS-06F- WHITE CAP CONSTRUCTION Otherthan Small Business
0o01T SUPPLY

Ira GS-06F- STATE INDUSTRIAL PRODUCTS Otherthan Small Business
0004L CORPORATIO

g G5-06F- KTEC EQUIPMENT AND SUPPLIES ~ Small Business; Women Owned
0005R

v GS-06F- IDSC HOLDINGS LLC Other than Small Business
0006L

I GS-06F- CUNAINDUSTRIAL SUPFLY & Small Business; Service Disabled Veteran
0006T LOGISTICS L

v GS-06F- W. W. GRAINGER Other than Small Business
0007

g GS-06F- TESSCO INCORPORATED Other than Small Business
o0oogp

72 GS-06F- HARDWARE & SUPPLY CO Small Business; Women Owned; SBA certified HUBZone
0010P CHESTER INC

Dizplaying 1 to 10 of 132 results.

Previous | 1|2 |3 |4 |5 | Next

« Save and Back Save Selection m Save and Finalize Save and Next »

Figure 5-16. Vendor Selection

The Vendor Selection screen displays a list of all of the vendors that are allowed
to bid in the Auction. The vendor names that appear on the screen depend on
the Auction Type (BPA or MAS) selected when you created the Auction cannot
be modified. The only change that can be made to the list of vendors — if the

Auction Type is ‘MAS’ — is to specify which vendors are to be sent an email about
the auction. By default, emails will automatically be sent to all vendors on the list.
If Auction Type is ‘MAS,” however, the check-boxes next to Vendor IDs can be
removed, which prevents those vendors from receiving emails about the auction.
All of the vendors on the list, however, will still be allowed to bid in the auction.
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9. Select/ deselect Vendor IDs (if the Auction Type is ‘MAS’) that are to receive
emails about the auction, and then click one of the following buttons at the
bottom of the screen.

e Save and Back: To save your changes and return to the Line Item screen to
add a new Line Item.

e Save Selection or Save All: To save your changes.

e Save and Finalize: To skip the Attachment screen and Finalize the Auction.

e Save and Next: To save your changes and go to the Attachments screen to
add attachments to one or more of the Line Items.

10.1f you clicked the Save and Next button, the Attachments screen, shown in
Figure 5-17, will be displayed.

The Upload Attachment dialog box will allow you to select a file to be uploaded.

ReverseAuctions.gsa.gov

ELLLLET My Auctions My Awards My Preferences My Messages

Auctions Attachments

Eopieng You are viewing Auction ID: 174 - laptops2

Create Auction

HLEGT BEETE Document Mame: I

endor Selection
ok Select the Document

Auction Attachments

Review & Finalize

Manage Auctions

Update Auction

Cancel Auction

T&C Maintenance

QL&A Maintenance

Manage Bids

View & Cancel Bids

Go To Review & Finalize Auction

Figure 5-17. Attachments
11.Use the Select the Document button to select a file to be uploaded.

12.Upload your attachment and then click the Go to Review & Finalize Auction
button.
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The Review & Finalize screen, shown in Figure 5-18, will be displayed.

ReverseAuctions™

Dashboard My Auctions My Awards My Preferences My Messages Reports Admin

Auctions

Review & Finalize

Copy Auction
Fieldz marked with an asterizk (*) are required data fields.

Create Auction

Auction Mame: Dell computer purchase Fy 3 G2
Auction Details
Auaction (O G256
Yendor Selection Afternate 0
Auction Attachments Doweard Type: Single Awvard
Auction Type: MAS
Review & Finalize
Schedule Type: 70
Manage Auctions Start Date: 0BI2812013 E7]| Start Time: 10:00 Ad CT (OINE]
Unfinalized Suction List -- y
End Date: 063002013 E=]| End Time: 10:00 AM CT O ®
Ammend Auction (Coming Soon) Fun Length 2 Days, 0 Hours, O Minutes
Cancel Auction Description: Edit
Dell computer purchase FY3 G2 for Certral Office OCI0 . This will include Laptops, Monitors and Docking Stations.
T&C Mairtenance
Attachments
G haint:
Fimenanes Document
Manage Bids
Mo records were found.
iewr & Cancel Bids
Line Items
Line ltem ] Quantity % Unit s Manufacturer ] Target Price ]
1 10000 E& Dell FiE0,000.00 Edit
2 100.00 E& Dell $19,000.00 Edit
Displaying 1 1o 2 of 2 results. First | Frewious | 1 | Mext | Last

Figure 5-18. Review and Finalize

13.1f your Auction needs to be modified before it is Finalized, click one of the Edit
buttons to go to the Update Auctions screen or to update a Line Item.

14.Click the Finalize button to finalize your Auction.
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5.3 Auction Details

The Auction Details module allows a Buyer to add a new Line Item and Shipping
Address to an auction.

5.3.1 Adding New Line Items

This section describes how to add a new Line Item and Shipping Address to an auction.

To add a Line Item to an auction:

1. Log into Reverse Auctions as a Buyer, and click My Auctions on the menu bar
at the top of the screen.

The Auctions screen, shown in Figure 5-19, will be displayed.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Auctions
Copy Auction
Agency: IIJ-i? - GENERAL SERVICES ADMINISTRATION j
Create Auction i
Bureau: [My Auctions =l
Auction Details l—_l
Listing Type: Active -
endor Selection
Auction Attachments AuctionlD % Type = Name E Status E Close Time ]
Review & Finalize 83 MAS Computer buy for fy 13 Active 07/25/2013 11:19 AM. CT
Manage Auctions 264 BPA Mobile purchase for g3 FY13 Active 06/M12/2013 08:00 AM. CT
Dizplaying 1 to 2 of 2 results. First | Previous | 1

Unfinalized Auction List

Cancel Auction

T&C Maintenance

QL&A Maintenance
Manage Bids

Wiew & Cancel Bids

Figure 5-19. Auctions
2. Click the Auction Details link on the left of the screen,
The Auction Details screen, shown in Figure 5-20, will be displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Auction Details

Caopy Auction

Auction 1D |Se|ect Auction ID to add details j
Create Auction

Auction Details
Vendor Selection
Auction Attachments
Review & Finalize
Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

View & Cancel Bids

Figure 5-20. Auction Details
3. Select the Auction ID that you want to add a Line Item to, from the drop-down list.

Auction Details for the selected auction will be displayed, as shown in Figure
5-21. The current Line Items will be listed below the Auction Header details and a
blank Line Item and Shipping template will be displayed.
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Figure 5-21. Auction Details — Blank Line Item form
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4. Add Line Items to your Auction as follow:

Select the SIN and Sub-Category. (Special Item Numbers (SIN) and Sub-

categories are used to determine which vendors will be allowed to bid on a
Line Item. Only vendors with a valid contract for that SIN will be allowed to

bid.)

Enter the Product/Service Name. (This is a free-text product service name
and description.)

Indicate whether or not the item is a Brand Name / Brand Name or Equal
product by checking the appropriate radio button.

Enter the Manufacturer’s Part Number.

Enter the name of the Manufacturer.

Enter the Product Description.

Enter the Quantity requested.

Select a Unit of Measurement from the drop-down.

Select the Delivery Method and indicate the parameters for the delivery in
the field that is displayed: (The field displayed will depend on the Delivery
Method selected.)

e Days after Receipt of Order. If this option is selected, the Buyer should
enter the number of calendar days that the vendor has to deliver the item
after the order is received.

e Date of Award to Date of Completion. If this option is selected, the
Buyer should select the date that the purchase was formally awarded.

e Period of Performance. If this option is selected, the Buyer should
specify the allowable timeframe for delivery by selecting a start and an
end date.

Enter the Starting Bid. The starting bid is the value at which bidding opens. It
is recommended that this be your Independent Government Estimate (IGE).

Enter the Target Price. The Target Price is an ideal desired result identified
by the Buyer when creating the auction. The target price should be lower than
the starting price. The target price is not visible by the vendor community.
Proxy bids submitted by the vendors are not disclosed to the buyer. Should a
proxy bid be submitted at or below the target price, the target price becomes
the current bid price for the vendor regardless of competition.

Enter the Bid Decrement. This is the minimum amount the next bid must be
decreased below the current winning bid.

Enter the UNSPSC code. The United Nations Standard Products and Service
Code (UNSPC), which is only used for reporting purposes, is composed of
five, two-digit identifiers and categorize the item into a five-level hierarchy.
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Enter the FSC code. The Federal Supply Classification (FSC) code, which is
only used for reporting purposes, is a four-digit code that identifies the item or
service being procured.

Enter a Funding Code if required. This may be a MIPR, DoDAAC, AAC or
Funding Document Number. This data will be populated on the Level Data
Report.

Select the Vendor Question & Answer End Date and End Time. This is the
last day and time that vendors can submit questions to the Contracting Officer
before the Auction closes.

Select the Shipping Address from the drop-down list, or add a new shipping
address by entering address information under “Add a new shipping
address”

5. Click one of the following buttons:

To save your line item and new shipping address and to add another Line
Item, click the Add Line Item & Shipping Address button. Clicking this
button will save your Line Item and Shipping Address and display a new Line
Item template.

To save your line item and add another Line Item, click the Save Line Item
button. Clicking this button will save your Line Item and display a new Line
Item template.

To save your Line Item and display the Select Vendors screen, click the Add
Line Item and Select Vendors button. Clicking this button will save your Line
Item and display the Select Vendors screen.

To display the Select Vendors screen without saving a new Line Item, click
the Next button. Click this button to display the vendors screen without saving
a new line item.

5.3.2 Update Line Item

This section describes how to update an existing Line Item and how to add a Shipping
Address for an auction.

To update a Line Item for an auction:

1. Log in to Reverse Auctions as a Buyer, and click My Auctions on the menu bar
at the top of the screen.

The Auctions screen, shown in Figure 5-22, will be displayed
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Auctions

Copy Auction

Agency: [047 - GENERAL SERVICES ADMINISTRATION 7]

Create Auction

Bureau: | My Auctions j

Auction Details l—_l
Listing Type: Active h

endor Selection

Auction Attachments AuctionlD % Type = Name E Status E Close Time ]
Review & Finalize 83 MAS Computer buy for fy 13 Active 07/25/2013 11:19 AM. CT
264 BPA Mohile purchase for g3 FY13 Active 06M2/2013 08:00 AM. CT

Manage Auctions

Dizplaying 1 to 2 of 2 results. Previous | 1

Unfinalized Auction List
Cancel Auction

T&C Maintenance
QL&A Maintenance

Manage Bids

View & Cancel Bids

Figure 5-22. Auctions
2. Click the Auction Details link on the left of the screen.
The Auction Details screen, shown in Figure 5-23, will be displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions

Auctions
Copy Auction
Create Auction
Auction Details
‘Vendor Selection
Auction Attachments
Review & Finalize

Manage Auctions
Update Auction
Cancel Auction
T&C Maintenance
Q&A Maintenance

Manage Bids

iiew & Cancel Bids

My Awards My Preferences My Messages
Auction Details
Auction 1D |Se|ect Auction ID to add details =

Figure 5-23. Auction Details

3. Select, from the drop-down list, an Auction ID for the auction for which you want
to update a Line Item.

Auction Details for the selected auction will be displayed, as shown in Figure
5-24. The current Line Items will be listed below the Auction Header details and a

blank Line Item and Shipping template will be displayed.

45

June 28, 2013




CRYAY ReverseAuctions™

Buyer User Guide

SR Buction Detsils
Crgry AucdEn
da o i sl i » i L
Cruzds Aucd e
X Er-]
Suction Datals
x LS
Wik Sabadem i O T IC
AND
Aucin Al
Fanuza & Fruo : * e e
»
Manags Aucdanc . Y W00 A
Unifruskoid Aurcdeen Led
, VAR a0 A
ool Maxtiony BamiD p em SMSshck [ lbemname Part Mumizar Manufschirer |
TAC Moo 1 T4 i WATIEALEN) Ll FER RO, Lk \Uzd o | am Dl It
L
08, Mot i =
e
Manags EHde
v & Carnad B 2 g Libibivie i ralirg o Uzt |tam =
< | I ] >
Dby 0 1o 2 of 2 roels 1 o T
Add new lins Hem:
15 Selec] SINELD-Cakgony Combinalon "3 Y
b . 1]
ey &
o ®
O Srad il
¥ 7]
P [17]
LT
@
e | Selecl (]
Sxlecl %]
&
&
@
L = ]
L = i
X 1]

Sxlecl ]

or add a new chipping addre ce:

SELECT %]

Ty T T

Figure 5-24. Update Line Item
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4. Click the Update Item button next to the Line Item to be updated.
Line Item/Shipping Address details for the selected Line Item will be displayed.
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Figure 5-25. Auction Details —Line Item Details
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5. Update the Line Item/Shipping Address details as necessary and then click one
of the following buttons:

e Click the Update Line Item & Shipping Address button if you updated the
Line Item and the Shipping Address.

e Click the Update Line Item button if you only updated the Line Item.

¢ Click the Update Line and Select Vendors to save your changes and display
the Vendor screen.

o Click the Next button if you have already saved your changes and want to
view the Vendors for your auction.

5.4 Vendor Selection

The Vendor Selection screen displays a list of all of the vendors that are allowed to bid
in the Auction. The vendor names that appear on the screen depend on the “SIN & Sub
Cat” selected when you created the Auction. The only change that can be made to the
list of vendors — if the Auction Type is ‘MAS’ — is to specify which vendors are to be sent
an email about the auction. By default, emails will automatically be sent to all vendors
on the list. If Auction Type is ‘MAS,” however, the check-boxes next to Vendor IDs can
be removed, which prevents those vendors from receiving emails about the auction. All
of the vendors on the list, however, will still be allowed to bid in the auction.

To view a list of Vendors for an Auction:

1. Log into Reverse Auctions as a Buyer, and click My Auctions on the menu bar
at the top of the screen.

The Auctions screen, shown in, Figure 5-26, will be displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions

Auctions
Copy Auction
Agency: IIJ-i? - GENERAL SERVICES ADMINISTRATION j
Create Auction i
Bureau: | My Auctions j

Auction Details l—_l
Listing Type: Active h

endor Selection

Auction Attachments AuctionlD % Type = Name E Status E Close Time ]
Review & Finalize 83 MAS Computer buy for fy 13 Active 07/25/2013 11:19 AM. CT
Manage Auctions 264 BPA Mohile purchase for g3 FY13 Active 06M2/2013 08:00 AM. CT
Dizplaying 1 to 2 of 2 results. First | Previous | 1

Unfinalized Auction List

Cancel Auction

T&C Maintenance

QL&A Maintenance
Manage Bids

View & Cancel Bids

Figure 5-26. Auctions
2. Click the Vendor Selection button on the left side of the screen.
The Vendor Selection screen, shown in Figure 5-27, will be displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Vendor Selection

Caopy Auction

Auction 1D | Select 5

Line ltem: ISE|ECt 'l

Create Auction
Auction Details
Vendor Selection
Auction Attachments
Review & Finalize
Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

View & Cancel Bids

Figure 5-27. Vendor Selection — select Line Item

3. Select an Auction ID and a Line Item from the drop-down lists and click the View
Vendors button (which will be displayed after you select an Auction ID and a
Line Item).

The Vendor Selection screen, shown in Figure 5-28, will display a list of vendors
approved for that Line Item.
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ReverseAuctions.gsa.gov

Dashboard My Auctions

Auctions
Copy Auction
Create Auction
Auction Details
Vendor Selection
Auction Attachments
Review & Finalize

Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

iew & Cancel Bids

My Awards My Preferences My Messages Reports
Vendor Selection
Auction |D: |348 - DELL-101 j
Line ltem: I1 - DELL LAPTOP j
Vendor * Vendor Vendor *
D Name Socio
Economic
Indicator
3 (3-26F-Y0031 UMISTAR Small Business
= GS-26F-Y0029 COUNTERTRADE PRODUCTS Small Business; Disabled Vendor
3 G5-26F-Y0024 HIGH FLAINS COMPUTING 3mall Business; HUBZone; Disabled Vendor

= G5-26F-Y0025

Dizplaying 1 to 4 of 4 results.

INTELLIGENT DECISIONS

Small Business

First | Pre 1

« Save and Back Save Selection Save All Save and Finalize Save and Next »

Figure 5-28. Vendor Selection

4. Select/ deselect Vendor IDs (if the Auction Type is ‘MAS’) that are to receive
emails about the auction, and then click one of the following buttons at the
bottom of the screen.

e Save and Back: To save your changes and go to the Auction Details screen.
e Save Selection: To save your changes and go to the Vendor Selection

screen.

e Save All: To save all of your changes.

e Save and Finalize: to save your changes and Finalize the Auction without
adding attachments.

e Save and Next: to save your changes and go to the Attachments screen to
add attachments to your auction.

5. If you clicked the Save and Add Attachments button, the Attachments screen
will be displayed.
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5.5 Auction Attachments

This module describes how to upload an attachment to an auction. Note: attached files
can be up to 5MB in size.

To upload an attachment to an auction:

1. Log into Reverse Auctions as a Buyer, and click My Auctions on the menu bar
at the top of the screen.

The Auctions screen, shown in Figure 5-29, will be displayed.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Auctions
Copy Auction
Agency: |04? - GENERAL SERVICES ADMIMISTRATION j
Create Auction
Bureau: | My Auctions j

Auction Details _
Listing Type: Active vl

Vendor Selection

Auction Attachments AuctionlD [* Type [= Hame Ed Status Ed Close Time ES
Hevicn S Emlize 101 BPA DELL COMPUTER AUCTION Active 05/3112013 06:00 AM. CT
Manage Auctions 103 MAS TESTING MAS AUCTION TYPE Active 05/31/2013 08:00 AM. CT
) 113 BPA MONITOR Active 05/31/2013 08:00 AM. CT
Update Auction
126 MAS TEST-MAS Active 05/31/2013 08:00 AM. CT
Cancel Auction
138 BPA FY13 Q4 Mobile Device Purchase FAS Active 05/2012013 09:28 AM. CT
T&C Maintenance
175 MAS Auction 7 Active 05/2012013 05:00 AM. CT
A ETIE T 195 MAS Camera far Auction ftem pictures Active 05/31/2013 12:00 PM. CT
Manage Bids 257 MAS OFFICE SUPPLIES Active 05/31/2013 12:00 PM. CT
View & Cancel Bids 260 MAS Super Auction Active 05/3112013 04:00 AM. CT
Dizplaying 1 to 9 of 9 resutts Previcus | 1 | Next

Figure 5-29. Auctions

2. Click the Auction Attachment link on the left of the screen.
The Auction Attachments screen, shown in Figure 5-30, will be displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Auction Attachments
Copy Auction
Auction 1D ISe\ect Auction ID to add attachments j
Create Auction
Auction Details

Vendor Selection
Auction Attachments
Review & Finalize
Manage Auctions
Update Auction
Cancel Auction
TE&C Maintenance
Q&A Maintenance
Manage Bids

View & Cancel Bids

Figure 5-30. Auction Attachments

3. Select, from the Auction ID drop-down, the auction to which you want to add an
attachment.

The Attachment screen, shown in Figure 5-31, will be displayed.

Any files that are already attached to the auction will be listed in the Document
Name section near the top of the screen. If you want to delete any of these files,
click the Delete button next to the file to be deleted.
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Auctions
Copy Auction
Create Auction
Auction Details
Vendor Selection
Auction Attachments
Review & Finalize
Manage Auctions
Update Auction
Cancel Auction
T&C Maintenance
Q&A Maintenance
Manage Bids

View & Cancel Bids

ReverseAuctions.gsa.gov

Dashboard My Auctions

My Awards My Preferences My Messages Reports

Attachments

You are viewing Auction ID: 37 - LAPTOP AUCTION

Document Name

Delete |
Delete |

Document Mame: I

dh Select the Document

Go To Review & Finalize Auction »

Figure 5-31. Attachments

4. Click the Select the Document button to select the file that you want to attach to

the auction.

The Select file to upload dialog box, shown in Figure 5-32, will be displayed.
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Select file(s) to upload by gsauploadb.fas.gsa.gov ilil

Loak in: Ib[ﬁlesktnp Folder j € T 2 -

{ecent

1CM - SDLC '@Zetrnuer, Aubrey - ECA For 2013.po

) Cvnanet Zetru:uuer_Resume 2013.doc
) Dvnanet Pay

Misc

M5 Office apps

) Serena PYCS

)W Tax Farms

¥ Cardio apt record 12-05,docx
¥ Document: Delivery o Techpub (Jan 20139, docx
¥ | Document Upload Process, docx
W HTML Mokes, doc

W HTML Tags.docy

@ image 1.jpg

@ image 2.jpg

@ image 3.jpg

L4 | 2l
Fil= name: ID::u:ument Delivery to Techpub [Jan 201 3] doc j Open I
Z

Files of type: I,-’.'-.II Files [*.%) j Carcel

Figure 5-32. Select files to upload

5. Select the file that you want to attach to the auction, and then click the Open
button.

The Upload Attachment screen, shown in Figure 5-33, will display the file name

of the file to be uploaded and the Upload the Document button will be displayed,
as shown in Figure 5-33.
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Dashboard My Auctions

Auctions
Copy Auction
Create Auction
Auction Details
Vendor Selection
Auction Attachments
Review & Finalize
Manage Auctions
Update Auction
Cancel Auction
T&C Maintenance
Q&A Maintenance
Manage Bids

View & Cancel Bids

ReverseAuctions.gsa.gov

My Awards My Preferences

Attachments

You are viewing Auction ID: 37 - LAPTOP AUCTION

Document Name

Document Mame: I

b Upload the Document

Document Upload Process.docx

Go To Review & Finalize Auction »

Delete |
Delete |

Cancel

Figure 5-33. Upload Attachment
6. Click the Upload the Document button.

The file will be uploaded, and the filename of the uploaded document (e.g.,
Document Upload Process) will be displayed in the Document Name section, as

shown in
Figure 5-34.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports
aUCHoS Attachments
Copy Auction

You are viewing Auction ID: 37 - LAPTOP AUCTION

e frEaT Document upload successful: Document Upload Process

Auction Details Document Name
Vendor Selection
Auction Attachments
Review & Finalize

Document Upload Process

Manage Auctions
Document Mame: I

o Select the Document

Update Auction
Cancel Auction
T&C Maintenance
Q&A Maintenance
Manage Bids

View & Cancel Bids

Delete |
Delete |
Delete |

Go To Review & Finalize Auction »

Figure 5-34. Attachment Uploaded

7. If you are ready to finalize your auction, click the Go to Review & Finalize

Auction button.
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5.6 Review and Finalize

This module allows a Buyer to review an auction before completing it, and describes
how to finalize the auction.

To Finalize an Auction:

1. Log into Reverse Auctions as a Buyer, and click My Auctions on the menu bar
at the top of the screen.

The Auctions screen, shown in Figure 5-35, will be displayed.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Auctions
Copy Auction
Agency: |IJ-1? - GENERAL SERVICES ADMIMISTRATION j
Create Auction i
Bureau: IL-'1-_.- Auctions j
Auction Details l—_,
Listing Type: Active hé
Vendor Selection
Auction Attachments AuctionlD % Type = Name E Status E Close Time ]
Review & Finalize 83 MAS Computer buy for fy 13 Active 07/25/2013 11:19 AM. CT
Manage Auctions 264 BPA Mobile purchase for g3 FY13 Active 06M2/2013 08:00 AWM. CT
Dizplaying 1 to 2 of 2 results. First | Previous | 1

Unfinalized Auction List

Cancel Auction

T&C Maintenance

QL&A Maintenance
Manage Bids

Wiew & Cancel Bids

Figure 5-35. Auctions
2. Click the Review & Finalize link on the left of the screen.
The Review & Finalize screen, shown in Figure 5-37, will be displayed.

59 June 28, 2013



CRYAY ReverseAuctions™

Buyer User Guide

ReverseAuctions.gsa.gov

Dashboard My Auctions

Auctions
Copy Auction
Create Auction
Auction Details
Vendor Selection
Auction Attachments
Review & Finalize
Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

View & Cancel Bids

My Awards My Preferences

Review & Finalize

My Messages

Auction ID: | Select

Reports

3. Select an Auction from the Auction ID drop-down.

Figure 5-36. Review & Finalize — Search

Auction Details for the selected auction will be displayed on the Review &
Finalize screen, as shown in Figure 5-37.
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[ERYY ReverseAuctions™

Dashboard

Auctions
Copy Auction
Create SAuction
Auction Details
“endar Selection
Auction Attachments
Review & Finalize
Manage Auctions
Unfinalized Auction List
Ammend Suction (Coming Soon)
Cancel Auction
T&C Maintenance
&2 Mairtenance
Manage Bids

“iew & Cancel Bids

Figure 5-37. Review and Finalize — Auction Details

My Auctions

My Awards

Review & Finalize

My Preferences

Fields marked with an asterizk (*) are required data fields.

Auction Marme:

Auction (O ]

Atternate D

Awvard Type: Single Award
Auction Type: [ Pk
Schedule Type: 70

Start Date: 062812013
End Date: 063002013
Fun Length

Dezcription:

Dell computer purchsss Fy1 3 Q2

My Messages Reports Admin
B | Start Time: 10:00 AM CT O ®
E=]| End Time: 10:00 &AM CT O ®

2 Days, 0 Hours, 0 Minutes

Edit

Dl computer purchase FYY13 Q2 for Central Office OCI0, This will include Laptops, Monitors and Docking Stations,

Attachments

Document

Mo recards were found.

Line ltems
Line lkem 3 Ouantity
1 100,80
2 100,00

Cisplaying 1 to 2 of 2 results.

Unit 3 Manufacturer 3 Target Price 5]
Ed Dl $30,000.00 Edit
E& Dl $19,000.00 Edit

First | Frevious | 1 | Next | Last

4. If your Auction, or one of the line items, needs to be modified before it is
Finalized, click one of the Edit buttons.

5. Click the Finalize button to finalize your Auction.

The Auction will be finalized, as shown in Figure 5-38.
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Dashboard My Auctions My Awards My Preferences My Messages Reports Admin

Warning: In arder to viewe the most up-to-date information, please click on the refresh button.

Dell computer purchase FY13 Q2

Auction (O i)

Scheduls: 70 GEMERAL PURPOSE COMMERCIAL INFORMATICN
TECHMOLOGY EQUIPMENT, SOFTWARE, ARD SERVICES.

Agency: GEMERAL SERWICES ADMIMISTRATICON

BureaL: FEDERAL ACQUISITION SERYICES

Contracting Officer: Ben hurphy

Email: benjamin. murphy g ss goy
Phone:
Starting Time: 062520135 10:00 AW CT
Time Remaining: Mot et Started
Line ltems Description
Line kem Oty | Unit % Current Bid ¢ Bidders ]
DELL Inspiron iGE0-30436K Mo Screen Desktop PC Intel Core i3 100 EA F100,000.00 1]
Dell Ut aSharp U231 2HM Black 23" 8ms Widescreen LCD IPS Pan 100 E~ $20,000.00 1]
Displaying 1 to 2 of 2 results. First | Frevious | 1 | Mext | Last

Figure 5-38. Auction Finalized
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6 Manage Auctions

Manage Auctions allows a buyer to view all unfinalized auctions, cancel an auction, and
maintain auction line item questions and answers.

6.1 Unfinalized Auction List

The Unfinalized Auction List module allows a Buyer to return to the last position in the
creation of an auction that was completed so the rest of the auction information can be
entered and the auction can be completed and finalized.

To return to an unfinalized auction:

1. Log into Reverse Auctions as a Buyer and click My Auctions on the menu bar at
the top of the screen.

The Auctions screen, shown in Figure 6-1, will be displayed.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Auctions

Copy Auction

IIJ-i." - GENERAL SERVICES ADMINISTRATION j

Agency:
Create Auction
Bureau: | My Auctions =l
Auction Details
Listing Type: I"E‘-C“‘*'e 'l
endor Selection
Auction Attachments AuctionlD % Type = Name E Status E Close Time ]
Review & Finalize 83 MAS Computer buy for fy 13 Active 07/25/2013 11:19 AWM. CT
Manage Auctions 264 BPA Mobile purchase for g3 FY13 Active 06/12/2013 08:00 AM. CT
Dizplaying 1 to 2 of 2 results. 1

Unfinalized Auction List

Cancel Auction

T&C Maintenance

QL&A Maintenance
Manage Bids

View & Cancel Bids

Figure 6-1. Auctions
2. Click the Unfinalized Auction List link on the left.
The Create Auction screen, shown in Figure 6-2, will be displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions Create Auction

Copy Auction

fuction ID: | Select Auction ID =
Create Auction

Alction Details
‘endar Selection
Auction Attachments
Review & Finalize
Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

View & Cancel Bids

Figure 6-2. Create Auction
3. Select the Auction to be updated from the Auction ID drop-down list.

The last screen in the selected Auction that was completed will be displayed. — in
this example, the Create Auction screen, shown in Figure 6-3, was the last one
screen saved.

64 June 28, 2013



CRYAY ReverseAuctions™

Buyer User Guide

(€YY ReverseAuctions™

Dashboard

Auctions
Copy Auction
Create Auction
Auction Details
Yendor Selection
Auction Attachments
Feviewy & Finalize
Manage Auctions
Unfinalized Auction List
Ammend Auction [Coming Soon)
Cancel Auction
T&C Mairtenance
Q&S Maintenance
Manage Bids

Wieny & Cancel Bicks

4. Continue creating your auction, as covered in section 4.1.

My Auctions

My Awards

Create Auction

My Preferences

Figlds marked with an asterisk (%) are required data fields,

Avaction 10

* Select Type:

* Select Schedule:
* Auction Mame:
Afternate 1D

* Bvard Type:

* Start Date:

* Enl Date:

et aszide auction?

Description:

524 ()

mas v @

My Messages

Reports

Admin

70- GEMERAL PURFPOSE COMMERCIAL INFORMATION TE! |»

Dell computer purchase FY13 G2

Single Award M @
OB/28/2013 Er] | * Start Time:

06A0/2013 E=]| *End Time:

@

@

10:00 A

10000 A

[ =&t aside auction for Small Business (@

Dell computer purchase FY13 Q2 for Central Office QCI0,

include Laptops, Monitors and Docking Stations.

Figure 6-3. Create Auction

Ol ®
(OINE]

Thisg will

@

@
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6.2 Cancel Auctions

The Cancel Auctions module allows a Buyer to Cancel or Terminate an Auction.

To Cancel an Auction:

1. Log into Reverse Auctions as a Buyer and click My Auctions on the menu bar at
the top of the screen.

The Auctions screen, shown in Figure 6-4, will be displayed.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports
Auctions Auctions

Copy Auction

Agency: |IJ-1? - GENERAL SERVICES ADMINISTRATION j
Create Auction i
Bureau: IL-'1-_.- Auctions j
Auction Details l—_,
Listing Type: Active hé

Vendor Selection

Auction Attachments AuctionlD % Type = Name E Status E Close Time ]

Review & Finalize 83 MAS Computer buy for fy 13 Active 07/25/2013 1119 AWM. CT
Manage Auctions 264 BPA Mobile purchase for g3 FY13 Active 06M2/2013 08:00 AWM. CT

Dizplaying 1 to 2 of 2 results. First | Previous | 1

Unfinalized Auction List

Cancel Auction

T&C Maintenance

QL&A Maintenance
Manage Bids

Wiew & Cancel Bids

Figure 6-4. Auctions

2. Click the Cancel Auctions link on the left of the screen.

The Cancel/Terminate Auction screen, shown in Figure 6-5, will display a list of
Auctions In Progress.
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(€8s ReverseAuctions™

Dashboard My Auctions My Awards My Preferences My Messages Reports Admin

Auctions CancellTerminate Auction
apy Austion Auction ID 2 Auction Hame ] Auction Type 2 Status 2 Close Date ¢
Create Auction =20 Dell Deskop &S Open 054300201 3 Select
Auction Details 523 DELL Inspiron iBE0-30436K Mo Screen Mas Open 0B/30/2013 Select

“endor Selaction Desktop PC Intel Core i3 322003.30GHZ)

PR — 525 DELL Inspiron iGE60-30438K Mo Screen M= Open 0ES3002013 Select
Heton SEEMEnts Desktop PC Intel Core i3 322003 30GHZ)
Reviewe & Finalize Dizplaying 1 to 3 of 2 results. 1

Manage Auctions

Unfinalized Auction List

Cancel Auction

TAC Maintenance

Gid A haintenance
Manage Bids

“iewr & Cancel Bids

Figure 6-5. Cancel/Terminate Auction
3. Click the Select button next to the Auction to be cancelled.

The message “Enter reason for cancelling auction: Auction ID” will be displayed
above a text box where a buyer must enter the reason for auction cancellation as
shown in Figure 6-6.

When the reason for cancellation has been entered click the Submit button to
cancel the auction.

After the auction is canceled the reason for cancellation entered will be posted to
the auction description and sent to all vendors that have participated in the
auction in the cancelation email notification.
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Dashboard My Auctions My Awards My Preferences My Messages Reports Admin

Auctions CancellTerminate Auction

Copy Suctian
Erter resson for canceling suction: 523
Create SAuction

Auction Details y m Cancel

“endar Selection

Auction I 2 Auction Hame Auction Type 3 Status & Close Date

£

Auction Attachments

220 Dl Desktop WAL Open OB30/201 3 Select
Feview & Finalize
523 DELL Inspiron i660-30438K Mo Screen MAS Cpen OB30/201 3 Select
Manage Auctions Desktop PC Intel Core i3 322003 .30GHz)
Unfinalized &uction List 525 DELL Inspiron i660-30438K Mo Screen MAS Open 06300201 3 Select

Desktop PC Intel Core i3 322003 30GHZ)
Ammend Auction [Coming Soon)

Displaying 1 1o 3 of 2 results. First | Previous | 1 | Mext | Last
Cancel Auction
T&C Maintenance
&8 Mairtenance

Manage Bids

“iewe & Cancel Bids

Figure 6-6. Cancel/Terminate Auction

6.3 Q&A Maintenance

The Q&A module allows the Buyer to enter questions from Vendors about the Auction
and provide answers, which will be accessible by the Vendors. The Buyer can also
update existing entries.

To: maintain questions and answers:

1. Log into Reverse Auctions as a Buyer and click My Auctions on the menu bar at
the top of the screen.

The Auctions screen, shown in Figure 6-7, will be displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports
Auctions Auctions
Copy Auction
Agency: |IJ.1? - GENERAL SERVICES ADMINISTRATION j

Create Auction

Bureau: | My Auctions j

Auction Details l—_l
Listing Type: Active h

endor Selection

Auction Attachments AuctionlD % Type = Name E Status E Close Time ]
Review & Finalize 83 MAS Computer buy for fy 13 Active 07/25/2013 11:19 AM. CT
Manage Auctions 264 BPA Mohile purchase for g3 FY13 Active 06M2/2013 08:00 AM. CT
Dizplaying 1 to 2 of 2 results. First | Previous | 1

Unfinalized Auction List

Cancel Auction

T&C Maintenance

QL&A Maintenance
Manage Bids

View & Cancel Bids

Figure 6-7. Auctions
2. Click the Q&A Maintenance link on the left.

The Q&A Maintenance screen, shown in Figure 6-9, will display a list of the
current Questions and Answers and will allow the Buyer to enter additional
information.
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Dashboard

Auctions
Copy Auction
Create Auction
Auction Details
endor Selection
Auction Attachments
Review & Finalize
Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

View & Cancel Bids

My Auctions

ReverseAuctions.gsa.gov

My Awards

Q&A Maintenance

My Preferences

My Messages

Auction ID: ISEIEct

Line Item: ISElECt [

Reports

Update QXA

Q&A button.

Figure 6-8. Q&A Maintenance
3. Select an Auction ID and Line Item from the drop-down lists and click the Update

The Q&A Maintenance screen, shown in Figure 6-9 will display a list of existing
guestions and answers and a blank Q&A template to let you add a new question

and answer.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports
Auctions Q&A Maintenance
Copy Auction You are viewing Auction |1D: 345 - cars 2 — Line: 1 - blue car
Create Auction
CQuestion: i‘
Auction Details =]
Vendor Selection Answer. ;I
Auction Attachments L4l nddoen
Review & Finalize e
o Existing Q&A's
LG A e ~ How much wood could a woodchuck chuck if a woodchuck could chuck wood?
Unfinalized Auction List
Question: How much wood could a woodchuck chuck if a woodchuck could ;I
chuck wood? r
Cancel Auction Answer A boat-load. =
T&C Maintenance Zl | update
Delete

Q&A Maintenance
Manage Bids

View & Cancel Bids

Figure 6-9. Q&A Maintenance

4. To add a Question, enter a new Question and Answer, and click the Add Q&A
button.

The new Questions and Answers will be displayed in the Existing Q&A section.

5. To update/delete existing Q&A’s: make changes as necessary and then click the
Update/Delete button.

6.4 View and Cancel Bids

This module allows a buyer to view a list of active bids for an Auction and to cancel the
lowest bid that has been placed in error by a vendor.

To view/cancel bids:

1. Log into Reverse Auctions as a Buyer and click My Auctions on the menu bar at
the top of the screen.

The Auctions screen, shown in Figure 6-10, will be displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions

Auctions
Copy Auction
Agency: IIJ-i? - GENERAL SERVICES ADMINISTRATION j
Create Auction i
Bureau: | My Auctions j

Auction Details l—_l
Listing Type: Active h

endor Selection

Auction Attachments AuctionlD % Type = Name E Status E Close Time ]
Review & Finalize 83 MAS Computer buy for fy 13 Active 07/25/2013 11:19 AM. CT
Manage Auctions 264 BPA Mohile purchase for g3 FY13 Active 06M2/2013 08:00 AM. CT
Dizplaying 1 to 2 of 2 results. First | Previous | 1

Unfinalized Auction List

Cancel Auction

T&C Maintenance

QL&A Maintenance
Manage Bids

View & Cancel Bids

Figure 6-10. Auctions
2. Click the View and Cancel Bids link on the left, under Manage Bids.

The View & Cancel Bids — Search screen, shown in Figure 6-11, will be
displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards

Auctions
Copy Auction
Auction 1D:
Create Auction
Line ltem:
Auction Details
vendor Selection
Auction Attachments
Review & Finalize

Manage Auctions

Unfinalized Auction List

Cancel Auction

T&C Maintenance

Q&A Maintenance
Manage Bids

View & Cancel Bids

My Preferences

View & Cancel Bids

My Messages

Reports

ISeIect

ISeIectj

View All Bids View Low Bid

Figure 6-11. View and Cancel Bids — Search

3. Select an Auction ID and a Line Item from the drop-down lists, and then click
the View All Bids button to display all of the bids for the selected Line Item, or
click the View Low Bid button to display only the lowest bid.

The View All Bids screen, shown in Figure 6-12, will only allow you to view the

bids for the line item.

The View Low Bid screen, shown in Figure 6-13 will allow you to cancel the

lowest bid.
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Dashboard

Auctions
Copy Auction
Create Auction
Auction Details
endor Selection
Review & Finalize
Auction Attachments
Manage Auctions
Update Auction
Cancel Auction
T&C Maintenance
Q&A Maintenance
Manage Bids

View & Cancel Bids

My Auctions

My Awards

My Preferences

View & Cancel Bids

Auction ID:

Line ltem:

[13-3003T0R =]

My Messages

|Aucti0n Id - 13 - Line ltem - 1 7]

Showing all bids for line item:

Auction 1D: 13

Line ltem: 1

MName: 300 Machooks

Start Time: 04/18/2013 14:00 PM CT

Status: Active

Reserve Price: $10,000.00

Bidder: 3

Close Time: 04/25/2013 14:00 PM CT
Vendor ID/IName/IP Address Bid

Type

GS-26F-Y0031 17227177122 Proxy
GS-26F-Y0024 HIGH PLAINS Proxy

COMPUTING, INC.
17227177122

Dizplaying 1 to 2 of 2 results.

Bid
Status

Active

Active

Bid Bid Date
]

34 04/23/2013

29 04/19/2013

View All Bids View Low Bid

Bid Time

14:16:48.2323

12:29:04.0096

Bid
Amount

$10,000.00

$11,000.00

First | Previous

Bid Proxy
Amount

$9,800.00

$10,500.00

1| Mext | Last

Figure 6-12. View All Bids
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Dashboard My Auctions My Awards My Preferences My Messages Reports

Auctions View & Cancel Bids
Copy Auction
Auction 1D |2 -LAPTOPS ﬂ
Create Auction
Line ltem: |2 - APPLE MACBOOKS v View All Bids View Low Bid
Auction Details
Vendor Selection Showing lowest bid for line item: 2
Bid Mumber. 10
Auction Attachments
Bid User ID: FA4452-11-A-0002
Review & Finalize Bid Auction 1D 2
Manage Auctions Bid Line Itern: 2
Bid Amount: $24,500.00
Unfinalized Auction List
Bid Time: 02/26/2013 11:00:00:0000
Close Date & Time: 02/25/2013 12:00 Noon CT

Cancel Auction Cancel Bid

T&C Maintenance
Q&A Maintenance
Manage Bids

View & Cancel Bids

Figure 6-13. View Low Bid
4. To cancel the lowest bid, click the Cancel Bid button.
5. Fill out the cancellation justification.
6. The bid will be cancelled and the next lowest bid will become the Low Bid.

7 Awards

The Awards module allows a Buyer to view Completed and Pending Awards, and to
Finalize Awards that are Pending. Once awards for all of the Line Items in an auction
have been made, the buyer can review and finalize the awards and selected vendors
will be notified.

7.1 Making Awards

This module describes how to award Line Items in an auction to single or multiple
vendors.
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7.1.1 Multiple Awards

The Multiple Awards functionality allows a Buyer to award Line Items in an auction to
multiple vendors.

To make an Award to Multiple Vendors:

1. Log into Reverse Auctions as a Buyer, and click My Awards on the menu bar at
the top of the screen.

The Pending Awards screen, shown in Figure 7-1, will display a list of Auctions
for which the awards have not been finalized. (If the Completed Awards screen is
displayed, click the Pending Awards selection under Awards on the left of the
screen.)

If all of the Line Items in an Auction have bids, both the Multiple Award and the
Single Award button will be displayed. If one or more Line Items do not have a
bid, only the Multiple Award button will be displayed. The Single Award button
allows the buyer to award all of the Line Items in an auction to a single vendor at
once. The Multiple Award button allows the buyer to award Line Items in an
auction to multiple vendors.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports Admin

Awards

Pending Awards

Pending Awards

Auction |* HName Ed Type (% Status |+ Auction E3
Completed Awards D End Date
268 Region 4 FY13 Q3 [=]=1% Pending 05/20/20132 Multiple Award
Device Buy
278 Central Office FY13 Q3 BPA Pending 05/31/2013 Multiple Award
Device Buy
279 Android device BPA Pending 05/30/2013 Multiple Award

purchase for Central
Office

282 Cell phones for Region BP& Pending 05/31/2012 Multiple Award
4

357 Single Award Test MAS Pending 06M3/2013 Multiple Award Single Award

Dizplaying 1 fo 5 of 5 results. 1

Figure 7-1. Pending Awards
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2. To award the Line Items in an auction to multiple vendors, click the Multiple

Award button next to the Auction to be awarded.

The Finalize Award screen, shown in Figure 7-2, will display all of the Line Items

in the selected Auction. Line Items that have been awarded will have a View

Award button on the right side of the screen, and those have not been awarded
will have a Make Award button.

Dashboard

Awards

Fending Awards

Completed Awards

My Auctions

ReverseAuctions.gsa.gov

My Awards

Finalize Award

Auction 1D: 282
Auction Type: BPA
Auction Mame: Cell phones for Region 4
Alternative |D
Auction End Date: 05/31/2013
Line Item
Line ProductiService Part
] Name Number
1 Galaxy 54 5G4
2 LG Spectrum 2 LGSP2

My Preferences

Manufacturer

Samsung

My Messages

Quantity

100.00

50.00

Reports Admin

Unit  No. of
Bidders

EA 2

E4 ]

Target
Price

$40,000.00

$20,000.00

Make Award

Figure 7-2.Finalize Award

3. Click the Make Award button next to the Line Item to be awarded.

The Finalize Award screen, shown in Figure 7-3, will display Line Item and

bidding details and allow you to select the vendor to award the Line Item to.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports Admin

LEERE Finalize Award
Pending Awards Auction 1D 287
Completed Awards Auction Type: BPA
Auction Mame: Cell phones for Region 4
Alternative 1D:
Auction End Date: 05/21/2013
Line Item
Line Product/Service Part Manufacturer Quantity Unit  No. of Target Status
D Name Number Bidders Price
1 Galaxy 54 SG4 Samsung 100.00 EA 2 $40,000.00 Fending
[Next Ling tem =]
Bids
Bid =  Vendor s Part ¢  Manufacturer ¢/ Contract (2| Bid :| Bid s/ Award
D (Contract Number Expiry Amount/ Good
Number) Date Proxy Bid for
Amount Days
258 UMISTAR- sg4 samsung 1213112013 $40,000.00 20 [
SPARCO
COMPUTERS,
INC. (GS-26F-
AADD4)
256 (53S-26F-AA005) 5G4 samsung 12/31/2013 $42,000.00 20 o
Displaying 1 to 2 of 2 results First | Previous | 1

Award

Figure 7-3. Finalize Award

4. Click the radio button for the vendor(s) which is/are to receive the award (s) and
then click the Award button.

The Line Item will be awarded, and the Award Finalized screen, shown in Figure
7-4, will display the message: Award Record successfully updated.

The auction will be removed from the Pending Awards list and will appear in the
Completed Awards list.
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A .
[CRY-Y ReverseAuctions.gsa.gov
Dashboard My Auctions My Awards My Preferences My Messages Rep Admin
Awards Finalize Award
Fending Awards
Award Record successfully updated
Completed Awards
Auction  [#|  Auction Name %/ Auction % Award %/ Close 3
ID Type Status Date
278 Central Office FY13 Q3 Device Buy BFA Pending 05/31/2013 Finalize Award
279 Android device purchase for BPA Pending 05/30/2013 Finalize Award
Central Office
298 Mobile purchase for 2013 BFA Fending 06/18/2013 Finalize Award
308 GSAOCIO FY13 Q2 Android Tablet  gppa Pending 06/M8/2013 Finalize Award
Purchase
382 Single Award Test Pending 06/17/2013 Finalize Award
386 Single Award Test MAS Pending 0613/2013 Finalize Award
387 Sinagle Award Test MAS Pending 06/13/2013 Finalize Award
Dizplaying 1 to 7 of 7 results. First | Previous | 1 | Next | L

Figure 7-4. Award Finalized
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A .
[CNY:Y ReverseAuctions.gsa.gov
Dashboard My Auctions My Awards My Preferences My Messages s Admin
A Finalize Award
Pending Awards suction 1D 287
Completed Awards Auction Type MAS
Auction Name Single Award Test
Alternative 10:
Auction End Date: 08M13/2013
Line Item
Line Product/Service Part Manufacturer Quantity Unit MNo.of Target
] Name Number Bidders Price
1 Dell 1 Dell 1 Dell 1 10.00 EA 0 §8,000.00 Make Award
2 Dell 2 Dell 2 Dell 2 10.00 EA 0 $18,000.00 Make Award
3 Dell 2 Dell 3 Dell 2 100.00 EA 0 §25,000.00 Make Award
4 Dell 4 Dell 4 Dell 4 100.00 EA 0 §35,000.00 Make Award
5 Dell 5 Dell5 Dell 5 30.00 EA 0 §35,000.00 Make Award
G Dell 6 Dell & Dell & 10.00 EA 0 §19,000.00 Make Award
7 Dell 7 Dell 7 Dell 7 100.00 EA 0 §17.,000.00 Make Award
a Dell & Dell & Dell & 100.00 EA 0 §28,000.00 Make Award
9 Dell @ Dell 9 Dell 9 100.00 EA 0 §20,000.00 Make Award
10 Dell 10 Dell 10 Dell 10 100.00 EA 0 $29,000.00 Make Award
11 Dell 11 Dell 11 Dell 11 10.00 EA 0 §18,000.00 Make Award
12 Dell 12 Dell12 Dell 12 100.00 EA 0 §29,000.00 Make Award
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7.1.2 Single Award

The Single Award functionality allows a Buyer to award all of the Line Items in an
auction to a single vendor.

To make an Award to a Single Vendor:

1. Log into Reverse Auctions as a Buyer, and click My Awards on the menu bar at
the top of the screen.

The Pending Awards screen, shown in Figure 7-1, will display a list of Auctions
for which the awards have not been finalized. (If the Completed Awards screen is
displayed, click the Pending Awards menu selection under Awards on the left of
the screen.)

If all of the Line Items in an Auction have bids, both the Multiple Award and the
Single Award button will be displayed. If one or more Line Items do not have a
bid, only the Multiple Award button will be displayed. The Single Award button
allows the buyer to award all of the Line Items in an auction to a single vendor at
once. The Multiple Award button allows the buyer to award Line ltems in an
auction to multiple vendors.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports Admin

Awards Pending Awards

Pending Awards

Auction % Name ES Type & Status (= Auction
Completed Awards o] End Date
268 Region 4 FY13 Q3 BPA Pending 05/20/2013 Multiple Award
Device Buy
278 Central Office FY13 Q3 pgpa Pending 05/31/2013 Multiple Award
Device Buy
2789 Android device BPA Pending 05/20/2013 Multiple Award

purchase for Central
Office

282 Cell phones for Region BPA& Fending 05131/2013 Multiple Award
4

357 Single Award Test MAS Pending 061312013 Multiple Award Single Award

Dizplaying 1 o 5 of 5 results. 1

Figure 7-5. Pending Awards

2. To award the Line Items in an auction to a single vendor, click the Single Award
button next to the Auction to be awarded.
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The Finalize Single Award screen, shown in Figure 7-6, will be displayed. The
screen will display all of the Line Items in the Auction with vendor bids for each
Line Item and a total for each vendor.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences

ELERE Finalize Single Award
Pending Awards Auction Details
Completed Awards Auction 1D: 357
Auction Type MAS
Auction Name Single Award Test
Alternative 1D: 1234557
Auction End Date: 06M13/2013

Line Item Details

Mumber of Line 012
Items:

Line BAE SYSTEMS INFORMATION

Id SOLUTIONS IN(G5-35F-0045K)
011 §18,000.00
012 §27,000.00

Total : $283,099.00

Award Vendor

Dizplaying 11 to 15 of 15 results.

My Messages Reports

TECHHNICAL SOLUTIONS AND
MAINTENANCE,(GS-35F-0103N)

$17,500.00

$28,000.00

$279,200,00

Award Vendor

Admin

SYNNEX CORPORATION{GS-
35F-0143R)

$17,500.00

526,800.00

$277,069.00

Award Vendor

First | Previous 1 | 2

Figure 7-6. Finalize Single Award
3. Click the Award Vendor button below the vendor to receive the award for all of

the Line Items.

The Line Items will be awarded and the Pending Awards screen, shown in Figure
7-7, will display the remaining Auctions to be awarded.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports Admin

Awards Pending Awards

Pending Awards

Auction + Name + Type = Status | Auction End E3
Completed Awards D Date
278 Central Office FY13 Q3 Device BPA Pending 0513112013 Multiple Award
Buy
279 Android device purchase for BPA Pending 0513012013 Multiple Award

Central Office

282 Cell phones for Region 4 BPA Pending 05/31/2013 Multiple Award

Displaying 1 to 3 of 3 results. First | Previous | 1

Figure 7-7. Pending Awards

7.2 Completed Awards

This section allows a Buyer to view the bidding and award status for an auction that has
ended.

To review Finalized Awards:

1. Log into Reverse Auctions as a Buyer, and click My Awards on the menu bar at
the top of the screen.

The Pending Awards screen, shown in Figure 7-8, will be displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Awards Pending Awards

Pending Awards

Auction [+ HName H Type % Status (= Auction End (2
Completed Awards ] Date
a7 LAPTOP AUCTION BF4 Pending 08/03/2013 Multiple Award Single Award
70 MOBILE DEVICE BPA Pending 0R/09/2013 Multiple Award Single Award
AUCTION
a8 test BPA Pending 06/03/2013 Multiple Award
128 F¥13 Q4 Mobile Device  gpa Pending 05/29/2013 Muttiple Award

Purchase FAS

256 LEASING VEHICLES MAS Pending 06/09/2013 Multiple Award Single Award

264 Mabile purchase for g3 BPA Pending 06M2/2013 Multiple Award Single Award
FY13

269 LAPTOPS BPA Pending 06/09/2013 Multiple Award Single Award

Dizplaying 1 to 7 of 7 results. First | Previous | 1 | Next | Last

Figure 7-8. Pending Awards
2. Click the Completed Awards selection on the left of the screen.

The Completed Awards screen, shown in Figure 7-9, will display a list of
Auctions that have been awarded.
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ReverseAuctions.gsa.gov

Awards Completed Awards

Pending Awards
AuctionID =/ Name

Completed Awards

231 FR4

230 FR3

183 Ipads
166 F3-510
g4 F3-2

3 LAPTOPS
2 LAPTOPS

Displaying 1 to 7 of 7 results.

Dashboard My Auctions My Awards My Preferences

My Messages

Type

BPA

BFA

BPA

BPA

BPA

BPA

Status

Awarded

Awarded

Awarded

Awarded

Awarded

Awarded

Awarded

Awarded Date (%

View Award

View Award

View Award

View Award

View Award

View Award

View Award

Previous 1 | Next

Figure 7-9. Awarded Auctions

3. Click the View Award button for the Auction for which you want to view an

Awards.

The View Award screen, shown in Figure 7-10, will display the Line Items in the
Auction and allow you to view the awards for each Line Item.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages

LIETE View Award
Pending Awards Auction 1D: 2
Completed Awards Auction Type: BRA
Auction Mame: LAPTOPS
Alternative 1D TESTO0Z
Line Item

Line % Product/Service (¥ Awarded [ Quantity [+ Unit |+ Address |2 Reserve (¥

D Name Vendor Amount
{Contract
Number)
1 APPLE IPAD MIMIS KIL-LETTS 21000 EA Arlington, VA $100,000.00 View Award

DESIGN, INC
(FA4452-11-A-
0007)

2 APPLE MACBOOKS ~ NEW 5000 EA Arlington, VA $75,000.00 View Award
ENGLAND
WOODCRAFT,
INC.(FA4452-
11-4-0001)

Dizplaying 1 to 2 of 2 results. Previous | 1 | Next

Figure 7-10. View Award

4. To view the awards for specific Line Items in the Auction, click the View Award
button next to the Auction ID.

The View Award screen, shown in Figure 7-11, will display the Line Item and
allow you to view Bidding Details for each Line Item.
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A .
ReverseAuctions.gsa.gov
Dashboard My Auctions My Awards My Preferences My Messages
Awards View Award
Pending Awards Auction ID: 2
Completed Awards Auction Type: BPA
Auction Mame: LAPTORPE
Alternative |D: TESTOO02
Line Item
Line % Product/Service |+ Awarded * GQuantity '+ Unit [+ Address |+ Reserve (% Status |~
] Name Vendor Amount
{Contract
Humber)
1 APPLE IPAD MIMIS KJL-LETTS 21000 EA Arlington, VA $100,000.00 Completed
DESIGN, INC.
(FAL452-11-A-
0007)
Dizplaying 1 to 1 of 1 results. Previous 1 Next
Bids
Bid Ed Vendor {Contract Humber) E Contract Expiry ES Bid H Awarded 2
] Date Amount Status
7 KIL-LETTS DESIGH, INC.(FA4452-11-A- §24,500.00 Awarded
0007)
i} KJIL-LETTS DESIGM, INC (FA4452-11-A- $25,000.00
0007)
5 KJL-LETTS DESIGMN, INC.(TESTO1) 525,100.00
Dieplaying 1 to 3 of 3 results. Previous | 1 Mext

Figure 7-11. View Award — Line Items

8 Preferences

The Preferences module allows Buyers to view their personal and security information.
To make changes to this information, you must go to the eBuy web service.

To view your personal information:

1. Log into Reverse Auctions as a Buyer, and click My Preferences on the menu
bar at the top of the screen.

The Personal Information screen, shown in Figure 8-1, will display the following
information:

e Personal Information
e Contact Information
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e Change Password
e Secret Question

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Preferences

Personal Information
Personal Information

You can justview your profile in here, to update please go to eBuy site
Contact Information

Change Password Fields marked with an asterisk (*) are required data fields.
Fields marked with a plus sign (+) are required for US addresses.

Secret Question

* First Name: JOHN

Middle Initial: J

* Last Name: Jones

*Address Name: Select 'l

* Address Line 1: 2500 Jones Way

Address Line 2

* City: Jonesville

+ State/Territory: Nevada j
+ Zip/Postal Code: 22222

Reset Update

Figure 8-1. Personal Information

You can view you personal information on this screen. To update your personal
information, you must go to the eBuy website.

9 Messages

The Messages module displays a list of system generated messages about an Auction,
including messages on the status of Bids and Awards, as well as well as System
messages concerning auto extension, profile updates, terminations etc.

To view Buyer messages:

1. Log into Reverse Auctions as a Buyer, and click My Messages on the menu bar
at the top of the screen.

The Messages screen, shown in Figure 9-1, will display a list of Buyer messages.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages
Messages for JOHN HEEDEN
Updated as of 06/M17/2013 00:22 AM CT

Auction ID £ Message

373 You have created the Auction for Auction Auction Id: 373

178 You have created the Auction for Auction Auction Id: 178

20 You have terminated the auction for the Auction 1d : 20

37 You have created the Auction for Auction Auction Id : 37

348 You have created the Auction for Auction Auction Id : 345

269 You have finalized the Award for Auction Auction Id - 269

2G4 You have finalized the Award for Auction Auction I1d : 264

69 You have finalized the Award for Auction Auction Id : 69 Line ltem : 1

69 You have finalized the Award for Auction Auction Id - 69 Line ltem - 2

G9 You have finalized the Award for Auction Auction Id : 69 Line ltem : 3

Dizplaying 1 to 10 of 46 results.

Reports

Date & Time

061312013 10:44 CT

06M2/201310:21 CT

05/28/2013 20:29 CT

05/28/201313:28 CT

058/27/2013 2112 CT

05/27/2013 20:53 CT

05/27/12013 20:44 CT

ous (123 4|5 Next

Last

2. Click one of the Auction IDs for which to view auction details.

Figure 9-1. Messages

The Auction Details screen, shown in Figure 9-1, will display auction details
including a list of Line Items for the Auction associated with that Auction ID.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Auction 178

Auction 1D: 178

BPA: SMTBUY 141 SmartBUY Information Assurance
Award Type: WMultiple Award  (2)

Agency: GEMERAL SERVICES ADMIMNISTRATION
Bureau AGENCY 047 BUREALID21

Contracting Officer. JOHMN HEEDEM

Email ramachandrarac.nagarajan@gsa.gov
Phone:
Close Time: 06/15/2013 06:00 AM CT

Time Remaining:

Line Items Description
Line ltem * Qty Ed Unit Ed Current Bid Ed Bidders E}
LAPTOP 100 EA $100,000.00 0 Make Award
Dizplaying 1 to 1 of 1 results. 1

Figure 9-2. Auction Details
The Auction Details screen allows you to:

e Award the Line Item by clicking the Make Award button (if it is displayed).
(Refer to section 6 for more information on making an Award.)

e View a description of the Auction and attachments, by clicking the Description
tab.

e View details for the Line Item, such as bidding details and attachments, by
clicking the Line Item name to display the Line Item Details screen — shown in
Figure 9-3.
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Dashboard My Auctions My Awards My Preferences My Messages Reports
LAPTOP
Auction 1D: 178
BPA: SMTBUY 141 SmanBUY Information Assurance
SIN: SMTBUY 1A1 - Test Sin
Sub-Category: Mone

Apparant Low Bid: $100,000.00

Bidders: 0
Quantity: 100
Unit: EA

Shipping Address: GSA Building Washington DC NW, DC 20002
Close Time: 06M15/2013 06:00 AM CT

Time Remaining:
Description | Bidding Details = Bid History = Q&A(0) | Attachments (0}

This is a Multiple Award for GSA Agency

Froduct Description: LAFTOP WITH &4 BIT 05 8 GB RAM AND 1 TB HOD Part Mumber: DELL LAPTOP F SERIES
Wanufacturer: DELL

Brand Mame /Brand Name or Equal Selection: Brand Name Required

Delivery Terms: 60 days after receipt of order (products)

Attachments:

Mone
Contracting Officer:

GEMNERAL SERVICES ADMIMNISTRATION
AGENCY 047 BUREALD21

JOHN HEEDEM
ramachandrarac.nagarajan@agsa.gov
7037037036

Figure 9-3. Line Item Details

10Reports

The Reports module allows the Buyer to generate Level 3 Data reports and Buyer
Abstract reports. Level 3 reports provide Line Item details for Line Items that have been
awarded, while Abstract reports provide auction details on active and closed auctions.

10.1Level 3 Data Reports

Organizational Level 3 reports provide Line Item details for Line Items that have been
awarded over a selected period of time.

To view Level 3 Data Reports:
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1. Log into Reverse Auctions as a Buyer, and click Reports on the menu bar at the
top of the screen.

The Level 3 Data Report screen, shown in Figure 10-1, will be displayed.

ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports
e Level 3 Data Report (Closed Auctions)
Level 3 Data Report
Buyer Abstract Report
Organization level 1: I Select - ﬂ
Organization level 2: I Select - v

Figure 10-1. Level 3 Data Report

2. Select an organization level from the Organization Level 1 and Organization
Level 2 drop-down lists. (If you are an Agency level administrator, you will have
the option to select a Bureau, and if you are a System level administrator, you
will have the option to select both an Agency and a Bureau for which to specify a
report.)

3. Select a date range by clicking the Date fields and selecting dates, and then click
the Get Report or Download Report button.

A report will be displayed, as shown in Figure 10-2, that shows Line Item details
for Line Items that have been awarded over the selected period of time.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

Reports Level 3 Data Report (Closed Auctions)

Level 3 Data Report
Total records found: 13

Buyer Abstract Report

Organization level 1: I Select ':I'
Organization level 2: I Select ':I'

o 06/03/2013 E to | 0B/25/2013 E Download Report Get report

AuctionlD  AlternatelD  Award Date  Number of Bidders  Awarded Vendor Name  Awarded Vendor Business Size C

a8 test Mo Award 0 MNIA

a8 test Mo Award 0 MIA

93 test Mo Award 0 A

70 MOBILE- Mo Award a MiA
2100

70 MOBILE- Ma Award o i
2100

256 LEASE-01 Ma Award o i

Figure 10-2. Data Report

10.2Buyer Abstract Report
The Buyer Abstract Report provides auction details on active and closed auctions.

To view Buyer Abstract Reports:

1. Log into Reverse Auctions as a Buyer, and click Reports on the menu bar at the
top of the screen.

The ‘Level 3 Data Report screen, shown in Figure 10-1, will be displayed.
2. Select the Buyer Abstract Reports selection under Reports.

The ‘Level 3 Buyer Abstract Report screen, shown in Figure 10-3, will be
displayed.
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ReverseAuctions.gsa.gov

Dashboard My Auctions My Awards My Preferences My Messages Reports

s Buyer Abstract Report (Active and Closed Auctions)

Level 3 Data Report

Auction 1D <]
Buyer Abstract Report

Download Report Get Report

Figure 10-3. Abstract Report — search
3. Enter an Auction ID and click Download Report or Get Report.
4. The report, shown in Figure 10-4, will display auction details for the auction.

ReverseAuctions.gsa.gov
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Report for Auction 1D:

Buyer Abstract Report 373
Agency: GENERAL SERVICES ADMINISTRATION Bureaw: AGENCY 047 BUREALIDZ1
Org. Level 1: Org. Level 2:
Auction Name: cars 2 Alternate ID:
Auction Type: MAS Schedule:: D0CORP
Buyer ID: TESTOA Buyer Name: JOHMN HEEDEMN
Start Date: 6/16/2013 Start Time: 21:00
End Date: 6/27/2013 End Time: 132:00
Auction Status: Active Award Status: M/A

Set Aside: Set Aside Auction

Auction Description : This auction has lots of cars

ltemID IMem SIN  SubcatMame [Item Name Manufacturer Part Number Quantity UnitOflssue  Shipping Address

001 02313V MNA blue car 1 EA 2100 CRystal
DriveArlingtonvAz22
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Figure 10-4. Buyer Abstract Report
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5. To get another report, click the Get Another Report button at the bottom of the
screen.
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